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PREFACE. 

In presenting this book, the interests of the young people in attendance at educational 
institutions have been carefully studied. We are well aware that there are many excellent 
texts on English and general correspondence already in the field. This work treats busi- 
ness correspondence solely and exclusively. The book has many features, and demon- 
strates certain principles, the emphasis of which has heretofore been lacking in other 
publications covering this subject. We feel sure that the principles exemplified in this 
treatise are of sufficient value to the student to merit the earnest consideration of those 
interested in the important subject of business correspondence. The reason for the publi- 
cation of a book of this character is the demand for a text that may be completed in a rea- 
sonably short time and which treats the subject of business correspondence in a compre- 
hensive and thoroughly practical manner. 

The work is taken up in the natural order of the development of a business letter. Each 
constituent part of a business letter is exemplified by sufficient practise exercises to defi- 
nitely fix in the student's mind its nature and its relation to other portions of the letter. 
Such topics as are vital to a full understanding of a formal and harmonious letter are taken* 
up in their logical and proper order. Ample drill is g^ven in punctuation, capitalization^ 
and paragraphing. The subject of style is g^ven consideration. In its relation to business- 
correspondence the subject of telegrams and cablegrams is given some space. Information, 
relative to Postal Service is g^ven briefly. 

The central idea of the work is the consideration of proper business letters and abund- 
ant practise in writing them. The student is first introduced to a variety of practicaf 
business letters, and he studies their important features. He is taught by practise antf 
precept the essentials of the subject until he has developed the ability to write without 
assistance a logical, well balanced, and forceful business letter. A strong feature of the 
book is the undercurrent of straightforward business conduct which the student uncon- 
sciously absorbs as he progresses with his work. In this manner the student not only 
learns how to conduct commercial correspondence, but is taught the tone which should 
characterize a well written letter. 

Although the demand for a book of this character has come from the progressive 
commercial colleges we believe its use will prove valuable to all schools desiring a text 
covering business correspondence in which the subject is treated in a common-sense, prac- 
tical, and concise manner. There may be mistakes in the book, its plan may be subject to 
criticism, yet we believe its scope, its clearness, and its originality of treatment entitles it to 
consideration even though it may be faulty in some particulars. 

The Publishers* 
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INTRODUCTORY. 

The purpose of this book is to give the pupil such practise in writing business let- 
ters as will make him proficient in that work. 

It is assumed that the student has a fair knowledge of technical grammar and no 
instruction is given in that subject. 

Each topic should be taken up in its regular order, and the pupil's work regularly 
submitted to his teacher for criticism. At frequent intervals the teacher should carefully 
question the student on all work that has been completed, and permit him to take up new 
work only when he has mastered all preceding lessons. 

Each letter should be correctly written, without erasures, before it is accepted. 
This may seem severe on the pupil, but it will be much better for him in the end. 

The work is so arranged that it may be done in classes, or individually. 

The teacher should exercise constant vigilance and much tact in getting the pupil 
to do his best. Nothing short of this should be accepted. 

The punctuation, capitalization, and paragraf>hing should be carefully watched. 

Neatness is a prime quality. 

It is expected that the teacher will use much discretion in his criticism and mark- 
ing of work which the pupil submits to him. It is better to simply check an error and 
let the pupil make the proper correction than to tell him each time just what the cor- 
rection should be. 



CHAPTER I. 

DEVELOPMENT OF THE LETTER. 

The subject of letter-writing is one of the most important parts of a business train- 
ing. This is evident when it is realized that about nine-tenths of the world's business is 
done by means of correspondence. The systematic handling of a large correspondence is 
a question that involves much thought and careful study. The one who is thoroughly pre- 
pared for this work commands a better and more responsible position than another of more 
limited attainments. In this age of commercial progress there is a great opportunity for 
the young man or woman who can successfully handle correspondence. 

A business letter differs very materially from a letter of a social nature, although 
some general principles govern in both. Business letters should be brief and to the point. 
Social items and matters of a friendly nature should be excluded, yet there is no reason 
why a business letter should be blunt or in any way objectionable in its brevity. Carefully 
avoid long sentences. Say what you have to say plainly, and then bring the letter to a 
close. Each subject about which you write should be a paragraph by itself. It is some- 
times better to write two or more letters, than to try to incorporate everything you have 
to say in one letter. This is especially true of orders and remittances. 

Letters containing orders should contain nothing else, because in the modern busi- 
ness office they go to a separate department, and if they contain other information it is quite 
likely to be overlooked. 

Division of a Letter. 

Every business letter is divided into six parts ; the heading, address, salutation, body, 
complimentary closing, and signature. 

The heading is the name of the town and state from which the letter is written 
together with the date. 

Examples Battle Creek, Mich., Sept. 4. 1912. 

New York, N. Y.. Oct. 25, 1912. 

236 Fillingham Temple^ 

Boston, Mass., Oct. 18, 1912. 

The address is the name of the person or firm to whom the letter is written; the 
street number and name of the street, if any; the name of the town and state wherein 
located. 

Example. — 

Ellis Publishing Company, 
15-17 East State St, 

Battle Creek, Mich. 

[9) 
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The salutation is just what the word implies, the greeting. 
Examples. — 

Gentlemen: Dear Sir: Dear Madam: Sir: Madam: Miss Brown: Mrs. Brown: 
Dear Mother: Dear Henry: etc. 

The body of the letter is the subject matter; that is, the letter itself. 

The complimentary closing is the formal words of closing at the end of the letter. 

Examples. — 

Yours truly, Yours respectfully. Yours sincerely. Very truly yours. Yours very 
truly, etc. 

The signature is the name of the person or firm writing the letter, and should 
always be written by the proper person. Frequently the signature is typewritten at the 
close of the letter, and the name of the particular officer of the company signed in addi- 
tion. Sometimes merely the initials are used, and often a check mark (V) is employed. 

The following form should be carefully studied: 

Letter A. 

(Heading) Battle Creek, Mich., Sept 4, 1912. 

Mr. A. B. Williams, , •• x 
Oshkosh. Wis. ^""^^'"^^^ 
Dear Sir: (salutation) 

We are pleased to book your order for 100 copies of our new work "Practical 
Law." This book is meeting with strong commendation from those who have care- 
fully examined its contents and we feel sure you will be pleased with it. We wish to 
thank you for the order, and are, 

(complimentary closing) Yours very truly, 

(signature) ELLIS PUBLISHING COMPANY. 

H — ^WBP. (stenographer's and writer's reference initials) 

Headings. 

Write each of the following headings three times. Watch closely your punctwi* 
Hon, capitalization, penmanship, spacing, etc, 

Memphis, Tenn., Sept. 6, 1912. 

St. Louis, Mo., March 3, 1912. 

Davenport, Iowa, April 6, 1912. 

126 Benjamin Avenue, 

Eureka, Calif., May 6, 1912. 

205 State St., 

St. Marys, Penn., Jan. 3, 1912. 

No. 29 Strand, 

London, Eng., May 3, 1912. 
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No. 616 West Twenty-ninth St, 

Topeka, Kansas, July 4, 1912. 

462 Cooper Building, 

Minneapolis, Minn., Aug. 3, 1912. 

Berks P. O., Taylor Co., 

S. Dak., Sept. 28, 1912. 

Room 346, Palace Hotel, 

San Francisco, Calif., Dec. 3, 1912. 

Room 12, Briggs House, 

1736 Wabash Avenue, 

Chicago, 111., June 6, 1912. 

Office of Medina Gas Co., 

Cor. LaFayette & Park Sts., 

Medina, Neb., Feb. 22, 1912. 

Hand these headings to your teacher for correction. If incorrect, rewrite and again 
submit them for approval. Repeat this work until a correct copy is produced. 

Address and Salutation* 

Write the following list and hand to your teacher for correction. If it is incorrect, 
rewrite and again submit it to your teacher for his approval. Repeat this as many times 
as is necessary to get an accurate copy. 

James H. Brown, Esq., 
Femdale, 

Humboldt Co., Calif. 
Dear Sir : 

Mr. H. F. Baer, 

126 Washington Ave., 
Davenport, Iowa. 
Dear Sir: 

Hon. John B. Sims, 

House of Representatives, 
Washington, D. C. 
Dear Sir: 

James H. Brown, D. D., 

Pastor First M. E. Church, 
Eureka, Calif. 
Rev. Sir : 

Mrs. Mary B. Charles, 

Suite 462, Highland Terrace, 

Main & East Ave., Boston, Mas8. 
Dear Madam: 
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Mrs. A. B. Simpson, 

Woodbine, Iowa. 
Mrs. Simpson: 

Miss Ethel Fillmore, 

24 Empire St, Brooklyn, N. Y. 
Miss Fillmore: 

Mrs. E. C. Davison, 

Meridian, Miss. 
Madam: 

Hygienic Food Co., 

Battle Creek, Mich. 
Gentlemen : 

West Park Commissioners, 

Chicago, 111. 
Gentlemen : 

Parke Davis & Co., 
Detroit, Mich. 
Gentlemen : 

Committee on Sidewalk Extensions, 
Common Council, 
Detroit, Mich. 
Gentlemen : 

Chairman of Loan Committee, 
Third National Bank, 
Andover, Mass. 
Dear Sir : 

Mr. C. E. Miller, Mgr., 
Eureka Mfg. Co., 

16 Twenty-third Street, 
Toledo, Ohio. 
Dear Sir: 

Mr. Frank Wilson, 

Cash. 3d National Bank, 
Kalamazoo, Mich. 
Dear Sir: 

Isaac Pitman & Sons, 

31 Union Square, West, 
New York, N. Y. 
Gentlemen : 

J. J. Little & Co., 
Astor Place, 

New York, N. Y. 
Gentlemen : 



<tc 
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Mr. J. J. Little, 

c/o J. J. Little & G>., 

Astor Place, New York, N. Y. 
Dear Sir : 

Drs. Sarah & Mary Gordon, 

Room 46, Parker Bld'g., 
Fredonia, Kansas. 
Mesdames: 

The Misses Clark & Sylvester, 

Stenographers and Copyists, 

Suite 16, Haynes Block, 
(No salutation) Cheyenne, Wyoming. 

I hand you herewith a first draft of some work that I wish copied. Please give 



Carefully arrange, write, puthctuate, and capitalize the following addresses: 

mr John smith brunson wis 
mr James w homer charlotte mich 

John d van zant & co 22 north mccamley street bay city mich 
, brown harrington smith & co equitable bldg denver Colorado 
smith wessels & townsend 22-24 w st clair avenue detroit mich 
miss mildred armstrong c/o c w armstrong & co Worcester mass 
dr thomas s wentworth cor second & yale ave new haven conn 
messrs browning & pittman room 23 monadnoc building Chicago ill 
rep george d mccormick house of representatives Washington d c 
mr henry w Stamford pres Stamford iron works 115-117 dark st Chicago ill 
James r merriweather d d pastor first presbyterian church duluth minn 
mrs margaret s newberry 22 1/2 rose court Philadelphia pa 

miss dorothy anderson suite 689 wessington terrace, 63d & michigan ave Chicago ill 
harold w parmenter esq y m c a building lancaster pa 
com flake food co 224-226 west jackson st battle creek mich 
committee on street improvement city hall baltimore md 
cashier first national bank cor main & state streets topeka kan 
mr frank c cummings sec farrington elevator co 63d & wabash ave Chicago ill 
marshall field & co Chicago ill 

southern school-book depository 116- 118 trinity ave atlanta georgia 
the misses harriman & williams stenographers and copyists, room 41 first national 
bank bldg indianapolis ind 

mr william s alien c/o alien welsh & philHps mfg co union square new york n y 
clerk of board of education terre haute ind 
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The Envelope- 
Much care should be given to the arrangement and mechanical execution in plac- 
ing the address on the envelope. First appearances count for much. 

Study the addresses given in this exercise carefully. Cut from plain paper a num- 
ber of slips the exact size of an ordinary No. 6j4 envelope, which is 6j4 inches by i% 
inches. 

Copy each address given below at least three times and submit to your teacher for 
approval. If you have made any errors rewrite until you have three perfect copies. 



RETURN IN B DAYS TO 




STAMP 
HERE 



BATTLE CREEK, MICHIGAN 
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RBTURM IN ■ DAYS TO 




STAMP 
HERE 



BATTLE CREEK, MICHIOAN 




RKTURN IN 8 DArS TO 




STAMP 
HERE 



BATTLE CREEK. MICHIGAN 
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MCTUnN IN • DAYS TO 




OATTLE CREEK. MICHIQAN 



RETUWN IN S DAVa TO 




•TAMP 
HERE 




8TAMP 
HERE 



BATTLE CREEK, MICHIGAN 




-2^-^/^ 



C^^^-^^^^^^i^^ o 
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HKTUMN IN B DAYS TO 




BATTLE CREEK, MICHIGAN 



% ^^^Zy!:^C<:i-^ /^/TU'-rt^^ 



IS 



STAMP 
HERE 




METURN IN ■ DAYS TO 




BATTLE CREEK. MICHIGAN 



J2y/6. 



STAMP 
HERE 
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RETURN IN B DAYS TO 




BATTLE CREEK, MICHtQAN 



(R^M.r^'-^M^ 



RCTURN IN ■ DAYS TO 




BATTLE CREEK, MICHIQAfti 



John D. Emory, Esq., 



Falrview, 



•TAMP 
HCRE 




•TAMP 
HERE 



California 
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RKTUWN IN 8 DAYS TO 




BATTLE CREEK. MICHIGAN 



STAMP 
NCRt 



Mr. Prank B. Wilson, 



Clarksburg, 



Colorado 



RBTURN IN B DAYS TO 




BATTLE CREEK. MICHIQAN 



STAMP 
HERE 



Homer, Wilson & Davis, 



Cor. Walch & Vine Sts., 



Lansing, Michigan. 



I. 
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RETURN IN B DAYS TO 




BATTLE CREEK, MICHIGAN 



The White Mountain Lumber Co, 



Asheville, 



Vermont . 



RBTURN IN S DAYS TO 




BATTLE CREEK. MICHIGAN 



Allen p. Johnson, Esq., 



Room 30 Walker Bldg., 



•TAMP 
HERE 



STAMP 
HERE 



Milwaukee , Wisconsin 
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Exercises in Writing Addresses. 

The student should arrange, write, punctuate, and capitalize the addresses given on 
pages 9, 10, and 11, as they should be written on the envelope. Usually it is much better 
to write the name of the state in hill rather than abbreviate it. 

Folding the Letter. 

Carefully observe the following illustrations showing a properly folded letter: 





With the letter right side up before you, fold from the bottom so that the lower 
edge of the letter will be about a half inch below the upper edge. The sides should be 
together. Then fold the right side over toward the left, making the fold less than one- 
third the distance across the letter. Then fold the left side over toward the right in like 
manner. Do not turn the letter when folding. The letter is now ready to be placed in 
the envelope. Hold the envelope in the left hand with the stamp end up. The letter 
should be in the right hand with the open end up and the smooth side of the letter toward 
the face of the envelope if it has been properly folded. In this position both envelope 
and letter are ready for insertion. 

Every letter that you write is to be properly folded and placed in the envelope. The 
envelope should be addressed with care, particular attention being given to legibility, accu- 
racy, and the position of the address on the envelope. Be careful in placing the stamp 
to see that it is right side up and in the right place. 
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The following is an exact reproduction of a form of address published by the United 
States Post Office Department as most liable to warrant safe and prompt delivery. Study it 
carefully. 



FOLLOW IHESE INSTRUCnONS 

AND YOUR LETTER WILL 

NOT GO ASTRAY. 

Use Ink In addreMln? letters 
or other mall matter. 

Write plainly the name of 
the person addressed, street 
and number, post office 
and state. 

Place your name and address 
In the upper left hand cor- 
oer of the envelope. 

Follow the model form 
shown on the diagram, 
and if the letter is not de- 
livered, it wiU be returned 
to you. 

More than titven million 
pieces of mail matter were 
sent to the Division of 
Dead Letters last year, a 
lanre proportion of which 
could not be delivered be- 
cause of carelessness in 
writlDff addresses. 



MODEL FORM OF ADDRESS FOR LETTERS 



Arrsn- 



-0AT« MmiRN TO 



JOHN C. SMITH, 

146 Statc St.. 

WILKKSVILLC, N. V. 



•XAum 



Mr. Frank B. Jones. 



2416 Front Street. 



OSWEGO. OHIO 



CHAPTER II. 



ILLUSTRATIVE LETTERS. 



On Sheet No. i of your outfit of stationery write the following letter. Give special 
attention to pentnanship, punctuation, spelling, capitals, etc. 



Letter No. i. 

Battle Creek, Mich., Sept. 4, 1912. 

Mr. J. W. Bronson, 

126 East Avenue, 
New York. N. Y. 

Your letter of the first inst. enclosing your check for $0.40 was received this 
morning. We place the amount to your credit and hand you herewith our cWfiflinI 
receipt jot your files. 

We wish to thank you for your promptness in making payment, and for your 
liberal orders. Trusting that the pleasant business relations existing between us ^ 
may continue, we are, ^ 

Very truly, 

AMERICAN CEREAL CO., 

By (Student's name.) 



You should hand your copy of the above letter to your teacher for inspection. When 
it is returned make another copy, carefully correcting all errors pointed out by him. Hand 
the second copy in for inspection, and continue doing this imtil your teacher approves of 
your work and instructs you to proceed. 

Avoid mistakes. 

Do your work well and speed will take care of itself. 

When letter No. i is approved, proceed with letter No. 2, being careful to get every- 
thing just as it should be. When letter No. 2 is written, hand it to your teacher for 
approval. Carefully note corrections and rewrite until you have it correct. Show each 
copy that you make to your instructor when completed. 

[21] 
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Letter No. a. 

Battle Creek, Mich., Sept. 5, 1912. 
Mr. Wise Parent, 

Box 42, R. D. No. 6, / 

Union Station, Iowa. 
Dear Sir: 

We are glad to have your inquiry concerning your son's progress in school. 
He seems to have considerable ability but does not apply himself. He reads his direc- 
tions hurriedly, and we have trouble in getting him to take the time necessary to do 
his work well. He seems to forget that the amount of work done has nothing to do 
with the knowledge gained. He does not realize that what he does and the way 
he does it is what really counts. He is naturally good-hearted and we dislike to be 
too severe with him, but tmless he is more careful in reading and following his in- 
structions we shall be obliged to call him into the.office for a personal interview. 

You need have no fear for the final results as we shall adopt such measures 
as our experience has taught us are best in such cases. We hope he will be more 
careful in the future and that our next report will be more encouraging. 

Very truly yours, 

A. C. MINER, Pres. 

When letter No. 2 is completed write the following letter in the same manner: 

Letter No. 3. 

Union Station, Iowa, Sept. 10, 1912. 
My Dear Son 

I am pleased to learn that you are interested in your school work. I am 
sure you are trying hard to learn all you can while at college. I want to make a 
suggestion that I think will help you. 

From what your instructor writes me I fear your desire to get ahead leads 
you to skim over your work without thoroughly comprehending it. Read your in- 
structions very carefully. Pay close attention to what is told you. Be sure that 
each step of your work is done right and that you fully understand it. The harder 
you try to do your work right the more your teacher will be able to help you and the 
better you will comprehend it. Remember how hard it was to earn your tuition 
money and try your best to get the most good out of it. 

You may not now see why it is necessary to be so careful in your work, but 
you will as you get farther along. I know you will succeed if you heed these sug- 
gestions. So many young people fail in life simply because they are too careless and 
hasty in their preparatory work. 

Yours lovingly, 

FATHER. 

Letters requesting remittances on account should be carefully written so as to 
avoid oflending the customer, and yet obtain a prompt settlement. The following is a 
good letter as a first reminder of an overdue account. The student should write it care- 
fully, handing it in for correction. 
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Letter No. 4. 

Battle Creek, Mich., May 11, 1912. 
Mr. William Smith, 

Youngstown, Ohio. 
Dear Sir: 

In checking up your account, we find a balance due us of $6.84. As the 
account is past due, we would be pleased to have your remittance at an early date. 
No doubt this matter has escaped your notice, or it would have had your usual prompt \^ 
attention. 

Thanking you for an early reply, and assuring you of our appreciation of your 
patronage, we are. 

Yours truly, 



Letter No. 5 is a very good letter in ax^knowledgment of the remittance asked for 
in letter No. 4 Copy this with care and submit to your teacher for approval. 

Letter No. 5. 

Battle Creek, Mich., May 15, 1912. 
Mr. William Smith, 

Yotmgstown, Ohio. 
Dear Sir : 

We thank you for your remittance of May 13, for $6.84, covering balance due 
us. We appreciate your prompt response to our letter of May 11. We value your 
patronage, and trust that we may continue to receive a liberal portion of your busi- 
ness. Yours truly, 



Letter No. 6 is a good second reminder when no answer was received to letter No. 4. 
The student is expected to write each of the letters given in the remainder of this course 
without being told to do so. Each letter is to be rewritten until a correct copy is sub- 
mitted. The student should sign each letter with his own name unless otherwise instructed, 
or another signature is given. 

Letter No. 6. 

Battle Creek, Mich., May 21, 1912. 
Mr. William Smith, 

Youngstown, Ohio. 
Dear Sir: 

On May 11 we wrote you calling attention to a small balance of $6.84 still due 
us on your account. As we have received no reply, we are led to believe that either 
our letter has been mislaid in your office, or that you have not given our request the 
prompt attention to which it is entitled. We presume that on receipt of this second 
reminder you will send us a remittance for the amount eki^ by rettun mail. 

Yours truly. 
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On receipt of payment in reply to the preceding letter the following would be an 
' appropriate answer: 



Letter No. 7, 

Battle Creek, Mich., May 25, 1912. 
Mr. William Smith. 

Youngstown, Ohio. 
Dear Sir: 
^ We have your v^^ed letter of May 23, and thank you for your remittance of 

$6.84. Your explanation of the delay is entirely satisfactory. In the future if any- ^ ^ 

thing of this kind occurs, kindly notify us and we will be pleased to accommodate cjU^^ *- 
you in any way we can. We solicit a large share oTybur business, and assure you 
that every attention will be given your inquiries and orders. 

Yours truly, 



The following letter is a more forceful reminder of a past due claim when no atten- 
tion has been paid to former letters : 



Letter. No. 8. 

Battle Creek, Mfch., May 31, 1912. 
Mr. William Smith, 

Youngstown, Ohio. 
Dear Sir: 

On May 1 1 we wrote you a courteous letter reminding you of the small balance 
of $6.84 which you owe us for accounts due May 1. To that letter we have received 
no reply. On May 2 1 we again called your attention to this matter, thinking that perhaps 
our letter of May 1 1 had been mislaid. As our former letters had return addresses, 
both would have been returned to us, had they not been received by you. You 
have neglected to remit the amoimt due and have given no excuse for the delay. We 
must now insist on the prompt payment of this account. If for any legitimate reason 
you cannot meet this obligation, kindly state what it is, otherwise we shall insist 
upon an immediate settlement. 

Yours truly, 



Letter acknowledging receipt of remittance after letter No. 8. Inasmuch as it has 
been somewhat difficult to secure payment and you are not particularly anxious to receive 
further orders from Mr. Smith, you do not solicit more business, but merely acknowledge 
receipt of remittance. 
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Letter No. 9. 

Battle Creek, Mich., June 5, 1912. 
Mr. William Smith, 

Youngstown, Ohio. 
Dear Sir: 

Your letter of June 4 received. Please accept our thanks for your ren^ttance 
of $6.84 in full of account to date. 

Yours truly. 



Letter acknowledging receipt of remittance and satisfactory explanation of delay in 
answer to letter No. 8. 

Letter No. 10. 

Battle Creek, Mich., June 4, 1912. 
Mr. William Smith, 

Youngstown, Ohio. 
Dear Sir: 
, Your este^ed letter of June 2 has reached us. Please accept our thanks for 

^ your check for $6.84, in payment oLalLbills_to date- X 

We thank you for your explanation of the delay. We are very sorry indeed that 
you have been embarrassed in any way, and congratulate you on your success in 
overcoming the difficulties. Should anything of this kind occur in the future, we 
would suggest that you advise us. We are always glad to be of assistance in such 
matters when we tmderstand the situation. 

Yours truly. 



Reply to letter making complaint regarding goods. 



Letter No. 11. 

Battle Creek, Mich., June 6, 1912. 
Mr. William Smith, 

Youngstown, Ohio. 
Dear Sir: 

We have your letter of the 31st ult., and have carefully considered its contents. 
We are sorry indeed that the goods sent you were not entirely satisfactory. We would 
refer you to our invoices on which we state that all claims for damages of any kind 
should be promptly made on receipt of goods. We naturally infer, as you did not 
notify us, that the goods were .entirely satisfactory. 

Kindly advise us what portion of the shipment was damaged, and we will 
adjust the matter to your entire satisfaction. 

Awaiting your further advice we are, 

Yours truly. 
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On receipt of a letter saying that a past due account had not been paid because the 
prices were too high and that the goods were not right, the following is one form of reply : 



Letter No. la. U 

Battle Creek, Mich., June 2, 1912. 
Mr. William Smith, 

Youngstown, Ohio. 

Dear Sir: 

* 

Your letter of June 1, in reply to ours of May 31, ajj hand a n ^ iiotgd . We ^ 
are greatly surprised at your complaint with reference to the quality of our goods. 
They are the same as those sent to fill previous orders, and if they were not satisfac- 
tory you should have notified us immediately. We want no poor goods of any kind 
to leave our house, and shall be glad to replace anjrthing that is not as represented. 

Regarding our terms we would refer to the price quoted at the beginning of our 
business relations with you. To these we have adhered in all our billing, and our 
invoices have been accepted by you. We can make no concessions in price, as we 
have billed the goods correctly and in accordance with otir quotations. 

Kindly let us hear from you by return mail, as we wish an early adjustment 
of this matter. 

Yours truly. 



If no reply is received to letter No. 12 it should be followed by a short letter as 
follows: 



Letter No. 13. 

Battle Creek, Mich., June 15, 1912. 
Mr. William Smith, 

Youngstown, Ohio. 
Dear Sir: 

We have had no reply to ours of June 2. You have not stated wherein 
the goods shipped you were damaged, neither have you indicated, in any way, 
what your grievance is. We are therefore obliged to interpret your letter simply 
as an evasive one, designed to delay payment of your account, now long past due. 
We, therefore, request that you remit promptly on receipt of this, and thus save us 
the trouble and you the annoyance of securing an adjustment through our attorney. 

Yours truly. 



Letter No. 14 is a "final call" for payment. If no remittance is received by the 
time set, the account should be placed in the hands of an attorney for collection. 
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Letter No. i4. 

Battle Creek, Mich., June 30, 1912. 
Mr. William Smith. 

Youngstown, Ohio. 
Dear Sir: 

We have failed to receive a reply to our letters of May 11,21, and 31. As much 
as we dislike to do so, we are forced to the conclusion that you are deliberately ignor- 
ing our requests for settlement. We have exhausted our resources in trying to get an 
amicable adjustment of this account, and shall therefore be obliged to place this 
matter in the hands of our attorney for collection unless we receive your remittance 
on or before July 14. 

Trusting you will not compel us to resort to this extreme measure, we are. 

Yours truly, 



The following letters are self-explanatory. The student should copy them carefiilly, 



Letter No. 15. 

Battle Creek, Mich., Jan. 10, 1912. 
White & Johnson, 

Lansing, Mich. 
Gentlemen : 

We are in receipt of your letter of Jan. 8 containing quotations on Wheel- 
barrows, as per our request of Jan. 6. If you can get the goods here not later than 
Jan. 15, you may ship us two dozen Garden Barrows and one dozen Dump Barrows. 
If you cannot make delivery by that date you may ship only the Garden Barrows. 

Kindly notify us by return mail when the goods will come forward. 

Yours truly, 



Letter No, 16. 

Battle Creek, Mich., Jan. 16, 1912. 
White & Johnson, 

Lansing, Mich. 
Gentlemen : 

We have yours of Jan. 14 containing invoice and bill of lading for shipment 
of Wheelbarrows on that date. You have made an error in billing the Garden Barrows. 
The price of these should be $33.00 a dozen, less 3% 10 days, 30 days net. You 
have charged us $35.00 a dozen, less 2% 10 days. Kindly send us corrected invoice by 
return mail, as we wish to take the discotmt. 

Yours truly, 
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Letter No. 17. 

Battle Creek, Mich., Jan. 26, 1012. 
White & Johnson, 

Lansing, Mich. 
Gentlemen : 

Enclosed we hand you our check for $64.02 in payment of your invoice of Jan. 
16, less the $18.00 for the Dump Barrows, which we have returned to you today, 
and less the 3% cash discount. Kindly credit our account in full. 

We were obliged to return the Dump Barrows as they were not properly braced 
and would not answer the purpose for which they were purchased. If you have in 
stock a Dump Barrow that is strong enough to meet the requirements, as stated in 
ours of Jan. 6, and wish to make us shipment on trial, we will accept them and if 
they meet our requirements will pay you for them. 

Yours truly, 



Letter No. 18. 

Battle Creek, Mich., Jan 30, 1912. 
White & Johnson, 

Lansing, Mich. 
Gentlemen : 

We have your letter of Jan. 28 returning our check No. 54, which we sent you 
in Jan. 26, in payment of your invoice of Jan. 14. We note your reasons for returning 
the check and call your attention to your quotations of Jan. 8, and especially the guar- 
antee clause. We explained to you fully just what would be required of the Dump 
Barrows and you made shipment with the full understanding that they were to be re- 
turned if not satisfactory. We are returning to you herewith our check No. 54, 
and insist that you accept it in full payment of your Invoice oi Jan. 14. 

We have not received your shipment of Jan. 27, but you may render us an in- 
voice for it and, if the goods prove satisfactory, we will remit for them; otherwise, 
they will be returned. 

Yours truly, 



Letter No. 19. 

Battle Creek, Mich., Feb. 9, 1912.. 
White & Johnson, 

Lansing, Mich. 
Gentlemen : 

Your shipment of one dozen Superior Dump Barrows billed Jan. 29, arrived 
on the 3d inst. and have proven satisfactory in every respect. We are enclosing with 
this our check for $20.37 in payment of your invoice, less 3%, which kindly place 
to our credit in full of account. 

Yours truly, 



y 



CHAPTER III. 

PUNCTUATION. 

1. Punctuation is the separation of sentences and parts of sentences, by means of cer- 
tain marks. 

2. The purpose of punctuation is to facilitate a clear comprehension of the sense of 
written or printed matter. 

The punctuation marks in general use are the period (.), comma (,), question 
mark (?), exclamation point (!), semicolon (;), colon (:), dash ( — ), parenthesis (), 
brackets [ ], apostrophe ('), quotation marks (" "). 

The Period (.) is used: 

1. After declarative sentences or statements. 

Examples. — The proper study of mankind is man. 

A successful business man is always courteous to his customers. 

2. After some imperative sentences. 
Example. — ^William, open the door. 

3. After Arabic figures used in numbering, as in the case of paragraphs, sentences, 
problems, rules, etc., also after all Roman numerals. (See the paragraphs and chapters of 
this book.) 

4. After abbreviations. 

Examples. — ^J. H. Williams, brl., lb., Esq., S. P. Jones, Hon., Pres., M. C. R. R. Co. 



etc 



5. After signatures and titles of books and manuscripts, and special topics, articles. 
Examples. — ^James Wilson., "Richard Carvel"., The Poverty of Riches. 

The Comma (,) is used: 

I. After introductory words or phrases. • 

Examples. — Mary, where did you find the letter ? 

No, he could not purchase the goods at that price. 

For the sake of those you hold dear, maintain your honor as a man. 

[29] 
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2. To set off parenthetical expressions, or such expressions as are not grammatically' 
connected with the rest of the sentence. 

Examples. — It would be better, therefore, to pay as you go. 

The successful men, and there are many of them, have been hard workers. 

Note. — ^Among the older writers, parentheses were used to enclose such expressions. 

3. To set off elements out of their natural order. 

Examples. — Upon this principle, depends the success or failure of the business. 

Of all business men I have known, he is the most courteous. 

When the time of the test came, every employee remained at his post. 

4. To separate elements in series when conjunctions are omitted. 

Examples. — Neither Frank, Henry, Mr. Smith, nor the porter, had been able to- 
find the fugitive. 

Beauty, wit, learning, wealth, and grandeur, were all gathered at Frederick's court. 

In the home, in the street, at the business office, and at church, we may adorn our- 
selves with the grace of courtesy. 

Note. — ^When the conjunction is used between the last two expressions of the series, it was the 
former practise to omit the comma, but the point is now employed regardless of the presence of the 
conjunction, as after the words wealth and oMce in the preceding sentences. 

5. To set off explanatory words, phrases, or clauses. 

Examples. — Mr. Jones, the president, then took the chair. 
Mr. Wheeler, having discovered the shortage, promptly returned the goods. 
Embezzling, another name for stealing, is a habit that should be discouraged 
among bank officials. 

6. To set off brief informal quotations. 

Example. — ^His mother said, "Be true to your trust." 

7. To set off contrasted expressions. 

Examples. — It was James, not Frank, who made the sale. 
Your character is what you are, not what you pretend to be. 

8. To show the omission of the verb. 

Examples. — Fred was a bookkeeper; John, a salesman; William, a banker; but 
Charles was a man. 

James preferred mathematics; Mary, literature; Helen, the languages; but Ruth^ 
the science of being thoroughly good and useful. 
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9. To set off attribute clauses. 

Examples. — ^The problem is, "Hmv are we going to pay our expenses f" 

My opinion is, that all agents should sell at the same price on equal terms. 

10. In short compound sentences where conjunctions are omitted. 

Examples. — ^John may count the cash, James may lock the doors. 
The water is rising, it will soon come in at the door. 

11. In longer compound sentences where conjunctions are expressed. 

Example. — People who have frequently been deceived by smooth tongued agents 
of dishonest institutions are apt to believe that all business men are trying to rob them, 
and such people are usually glad to listen to the persuasive eloquence of the cut rate agent 
only to be again imposed upon. 

12. In the separation of numbers into periods of three figures. 
Example. — ^226,589,701. 

13. In dates between the day of the month and the year. 
Example. — ^Dec. 9, 1895. 

14. In naming locations, to separate the parts. 
Example. — Mound City, Linn Co., Kan. 

15. The student should make himself thoroughly familiar with the preceding ex- 
amples, but, as an additional guide to the employment of the comma, we offer the following 
general rule: 

Use the comma in all places where its use will tend to make the sense clearer, and 
where no other mark of punctuation is applicable. 

Exercises in the use of the Comma. 

Write from memory the different uses of the comma, given above, and one original 
sentence illustrating each use; also, memorize the General Rule. 

Copy and punctuate the following sentences. Be prepared to give a reason for the 
use of each punctuation mark. After the sentences have been corrected by your teacher 
rewrite them until your work is approved. 

1. We want industrious faithful and capable young men and women. 

2. We shot ducks geese and other fowl fished in the lake river and sea we climbed 
mountains rowed sailed or rested according to our mood in short for six weeks we fairly 
reveled in the delights of a free outdoor existence. 

3. If they abuse their privileges waste their time or cheat their employers the 
penalty sooner or later falls upon their own heads 
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4. We trust on the whole our customers will do right 

5. It is not power but will and action that make men great mere power without 
direction uninspired and unaroused is as useless as an undiscovered mine 

6. Genius like good fortune is a natural inequality making one man to differ from 
others 

7. They have won we have lost and nothing now remains but to accept the situa- 
tion philosophically 

8. Why then should it be necessary to drive coax implore force you to do that 
which you should be eager to accomplish 

9. Mary Ruth John Helen and May spent a very pleasant half-hour talking crack- 
ing nuts telling fortunes and playing games 

10. Theodore Thomas the renowned orchestral leader with his entire company 
recently gave a concert here and the largest auditorium in the city Steinway Hall was 
packed to its full capacity 

The Question Mark (?) is used: 

I. After interrogative sentences, or questions. 

Examples. — ^Do you pay your bills promptly? 
Why are you engaged in business? 

The Exclamation Point (!) is used: 

I. After exclamatory sentences, or those expressing strong emotion or surprise. 
The sentences may be statements, questions, commands, or entreaties. 

Examples. — ^Hark! Hear the wind howl! (Command). 

Believe him! I would sooner credit Satan! (Statement). 

The fire is rapidly approaching! (Statement). 

Is it possible that you have come to this! (Question). 

Qose the book, sir! (Command). 

John, I entreat you, return what you have taken! (Entreaty). 

The Semicolon (;) is used: 

I. To separate sentences grammatically distinct, yet closely related in meaning. 
Example. — ^You may fail, or you may succeed ; in any event, however, you will 
know that you have done your duty. 

This east wind is ominous; assuredly, we are to have rain. 
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2. In the enumeration of particulars, depending upon an introductory or final clause. 
Examples. — ^To stop the locomotive; to tear up a rail behind us; to cut the tele- 
graph wire ; and to start again on our wild ride ; all required but a few minutes. 

Add the following numbers : 586 ; 278 ; 596 ; 679. 

3. To set off statements abridged by ellipsis into phrases. 

Example. — ^John Milton; born Dec. 9, 1608; completed "Paradise Lost," 1665; 
died Nov. 10, 1674. 

4. Before viz., i. e., e. g., and as, or the words for which these abbreviations stand, 
when they formally introduce any enumeration of particulars. 

Examples. — ^There are many animals of the cat tribe; as, the lion, the leopard, 
the panther, etc. 

He employs the catechetic method ; t. e,, he tests the pupil's knowledge by asking him 
questions. 

The skeleton may be considered in three divisions; viz., the head, the trunk, the 
limbs. 

Note. — ^When viz., e, g., etc., are used parenthetically in the sentence, the preceding semicolon 
is not used. 

Example. — Some birds — e, g., the nightingale and the mocking bird — sing their 
sweetest songs at night. 

The Colon (:) is used: 

In the case of sentences that are less closely related than those where the semicolon 
is employed, but not sufficiently distinct in connection to justify the use of the period. 

Example. — Nothing is of more importance in keeping a customer once gained than 
to deal honestly with him: this cannot be too strongly impressed upon the mind of the 
young business man. 

Note. — This use of the colon occurs but seldom, and its consideration belongs more to the 
domain of rhetoric than to that of business correspondence. 

After formal introductions to quotations, resolutions, documents, etc. 

Examples. — One of the inscriptions is as follows: 

"Beneath these cold and heartless stones is all that's left of Mary Jones." 

The chairman then offered the following resolution: 

Resolved, that we, as an assembly of earnest seekers, etc. 

This indenture witnesseth : 

That John Smith, party of the first part, and James Brown, etc. 

Note. — "Viz.," as an abbreviation of videlicet, and read "namely," is followed by the period, 
and may be further punctuated by the comma, the dash, or the colon, according to circumstances. 
Example. — ^There are four classes of pronouns : viz., personal, relative, etc. 

3 
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Exercises in the use of Terminal Punctuation marks. 

Copy and properly punctuate the following sentences and hand to your teacher for 
correction. When they are returned rewrite them as many times as may be necessary 
to enable you to properly punctuate each sentence. 

1. He asked me how much he owed me 

2. He asked me, "How much do I owe you" 

3. How gratifying it is to receive such prompt remittance 

4. Young man, it is your duty to protect the interests of your employer 

5. Oh ! if men would only learn to appreciate the value of a clear conscience 

6. Can it be possible that he did not appreciate the trouble he was making for 
his family 

7. Will you kindly advise us by return mail when you can ship the goods 

8. John, whatever your occupation, be honest 

9. We have pleaded with him and argued with him, but all in vain 

10. Sir, you will return the goods at once or take the consequences of your refusal 

11. Sir, our competitors have broken their agreement with us and are selling 
goods on any terms they can make 

12. Then, sir, no time is to be lost Take the first train for Saginaw and hold 
your trade at any cost 

13. John was a fairly good bookkeeper, but he never seemed to have a reasonable 
supply of good common sense 

14. In the hope of aiding you I have inquired of all the agents, both at the home 
and branch offices I have consulted with experts in this line and have written to others 
whom I thought might be able to tell me, but have as yet obtained no information for you 

The Dash ( — ) is used. 

1. To indicate a break or interruption in the writer's thought, or to enclose a thought 
thrown in by way of query, illustration, etc. 

Examples. — I am not too prejudiced — at least I think I am not — to give your case 
a fair hearing. As to his sarcasms about critics, — ^well, of course we know what they 
imply, — Mr. B. does not like critics, possibly — ^is it too much to suggest? — because the 
critics — ^unkind creatures — do not like his books. Now, as to his complaint, — ^what does 
it all amount to? 

2. After a marginal heading, and before the name of an author or authority given 
at the end of a quotation. 

Examples. — The sentence. — ^Every sentence has, etc. * 

"A man's a man for a' that." — Burns, 

"Bookkeeping is the art of keeping accounts." — Century Dictionary. 
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3. Omitted dates or numbers. 

Examples. — ^The meeting was held Dec. 6-10, 1895. Monroe was President dur- 
ing the years 1813-21. I send you for revision, pages 121-146. 

The Parenthesis ( ) is used: 

1. To enclose explanatory matter interjected into a sentence, and not grammat- 
ically related to its elements. 

Examples. — Now when Bentham returned (the reader will recall the circumstances 
of his having been sent to Italy), he found the city in a turmoil. 
The kindergartens (childgardens) were devised by Froebel. 

2. To enclose a figure, sign, or character given as an illustration. 
Examples. — (:), (?), ( — ). 

Brackets [ ] are used: 

To enclose explanatory matter inserted by some other than the author of the com- 
position. 

Example. — Mr. President, when the first house was erected in Freeport in 1838 
[the settlement of Freeport did not occur until 1841. — ^Ed.1, who could have predicted so 
magnificent a result from such a humble beginning? 

The Apostrophe (*) is used: 



I. In the possessive fornflH nouns. 
Examples. — ^John's, boy's., pose's, women's. 



2. To denote the omission of a letter or letters from a word. 

Examples. — I've (I have) come to see you. Don't (do not) you see? (It is also 
allowable to write "dont" without the apostrophe.) 'Tis the very man. {'Tis is often 
incorrectly written ifs.) 

3. To show the omission of the century in giving dates, either in figures or words* 

Examples. — ^He reached Sacramento in 'forty-nine. Henry Smith, class of '92. 
The panic of '37. 

4. To indicate the plural of figures, letters, signs, etc. 
Example.— o's, 4's, t's, — ^'s. 
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Quotation Marks (** **) are used: 

1. To enclose direct, or verbatim, quotations. 
Example. — It was Bion who said, "Know thyself." 

When a quotation is made, which itself includes a second quotation, the latter is 
enclosed in single marks. 

Example. — "Now then," said the old man, "remember 'tall oaks from little acorns 
grow,' and don't get discouraged." 

2. In reports of conversations and dialogues, where the words of different speak- 
ers are not formally preceded by their names, each speech is enclosed by quotation marks. 

Example. — ^"Hello, Tom, you here?" he said. 
"Don't you see I am?" said I. 
"Waspish, isn't he?" remarked Will. 

3. To mark a word not in good use, or used in a sarcastic or humorous sense. 

Example. — ^The whole thing is a wretched "fake." Yes, that "investigation" was 
a wonderful affair ! It was an "investigation" the outcome of which was a foregone con- 
clusion before these "investigators" started in. 

Exercises. 

Illustrate the use of each General punctuation mark with two original sentences. 
Copy accurately, and punctuate correctly the following: 

1. Mr H L Davis class of 94 has secured a ttflHon in the General Office of the 
M C R R Co ^^ 

2. Then said his father when you say boys will be boys I suppose you mean that 
boys because they are boys should be allowed to do wrong and foolish things And the 
old gentleman frowned sternly 

3. The following bequests were made to Mary Day a gold watch to Arthur Stone 
a cyclopedia to Samuel an old servant a pension of twenty dollars per month during life 

4. On the fly-leaf he read these words To my beloved son in whom I am well 
pleased 

5. I read Chapter V carefully but failed to find the quotation afterward however 
in Chapter XV I found the whole passage 

6. Now this house curious circumstance wasnt it was the exact counterpart of the 
one I had seen in my dream 
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7. Sir how proud we are to remember that the immortal Lincoln was a native son 
of our own Illinois it will of course be recalled that Lincoln was bom in Kentucky Ed 
and his is not the only great name we can claim loud applause 

8. Now what have these reformers done anyway he asked Dont you all feel won- 
derfully reformed For one thing they have stolen a half million or so of the state money 
I suppose they call that reform! (Increase the sarcasm of this sentence by means of 
quotation marks.) 

9. There are three kinds of fools viz those who know they are fools those who are 
fools but don't know it and those who know they are not fools. 

10. Now as to the influence of women of course I mean real women not make- 
believes this influence is a tower of strength in the world 

11. This then is the whole duty of man to venerate his Creator to love his fellow 
man and to keep himself unsoiled by sin 

12. At Pasadena Cal we had the pleasure of meeting the talented Mrs H H 
Jackson author of Ramona • 

13. Why should you cry Shame Shame to me Is the partaker less guilty than 
the thief Is there one among you I speak advisedly who has not profited by every hour of 
my misrule 

14. From the Atlanta Constitution we clip the following little bit of homely 
sentiment 



CHAPTER IV. 

PARAQRAPHINO. 

A paragraph is a division of written or printed matter, consisting of one or more 
sentences, relating to some particular part of the general subject. 

A paragraph should begin on a new line and a little to the right of the text-margin. 

The paragraph sign (9) is used by writers to indicate to copyists or printers the 
word with which a new paragraph should begin. 

Parag^phing is largely a matter of taste and judgment, and no very definite rules 
can be given. Probably no two writers would paragraph a lengthy article or letter in 
quite the same way. 

Some writers multiply paragraphs for the sake of impressiveness. This, however, 
should not be done unless the paragraphs represent perfectly natural divisions of thought. 
A column article may consist of one or of a dozen paragraphs, according to circumstances. 
It is entirely wrong to paragraph for mere form's sake. But while over-paragraphing is 
a fault, it is very confusing and highly unsatisfactory to the reader to be compelled to make 
his own divisions of the writer's theme. Thoughts are best understood and remembered 
when they are systematically and logically presented, and it is the main purpose of para- 
graphing to effect this presentation. 

The following selections are given to afford the student practise in paragraphing. 
Study each selection carefully, then copy correctly and submit to your teacher for approval. 
Each letter should be rewritten as many times as may be necessary to get a correct copy 
and a thorough knowledge of the reason for the paragraphing in each letter. 

Letter No. 20. 

Atlanta, Ga.. Dec. 5, 1912. 

R. J. Smith., Pres., 

Savaxinah Savings Bank, 
Savannah, Ga. 

Dear Sir: 

Yotir letter of the 2d is at hand. I am obliged to you for your trouble in the 

matter. 

The first opportunity that presents, I wish to secure a loan from your Savings 
Bank, if at a reasonable rate. At present I am willing to pay 4%. Of course, if the 
market should go very much higher, I shall have to pay 3i to J 2% more. 

I have secured all the funds I need at present with the exception of perhaps 
$5,000 or $10,000, to meet cotton drafts, for which I may call on the City Bank. 

Yours truly. 



[38] 
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Letter No. ai. 

Memphis, Tenn.. Oct. 18. 1912. 
D. S. Smiley & Co., 

New Orleans, La. 
Gentlemen: 

I enclose note of the Rice, Williams Company, payable to the order of R. 
Downes & Co. Please endorse the paper and return to us. 

Mr. Rice, of the Rice, Williams Company, called this afternoon and wished to 
have us take his note in part payment for their note which is due the 24th inst. 

I charged him interest for the use of the money, and he says this note will be 
paid at maturity. 

Yours truly, 



Letter No. aa. 



Elgin, 111.. Nov. 16, 1912. 
The Elwell Engine Works, 

Bloomington, 111. 
Gentlemen : 

Will you kindly quote your best price for two steam boilers of the following 
capacities : 

First, a boiler to run a 15-H. P. single cylinder steam engine, requiring about 
600 lbs. of water per hour, and consequently about a 20-H. P. boiler. 

Second, for a 50-H. P. engine of the same type requiring about a 60-H. P. 
boiler. 

The steam pressure would be about 80 lbs. 

Can such boilers, designed for burning coal, be successfully fired with hard 
wood, such as can be obtained in northern New England; and can they give with 
wood fuel the above evaporation? 

Also, can you from your experience give me an approximate idea of the wood 
equivalent of coal? I have assumed in a rough calculation abo^it two cords of ordi- 
nary hard wood as the equivalent for a ton of coal. 

I shall be very much obliged for any information you can give me in answer 
to the above questions. 

Yours very truly. 
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Letter No. 23. 

Brockport, N. Y., Oct. 14, 1912. 

The Reed Construction Co., 

Ordway, Conn. 
Gentlemen : 

Your illustrated catalog is received with thanks. 

We would like an approximate estimate of the cost of the following building: 

We ask for this estimate merely as a guide, and should not consider it as a 
bid, as we can not give you the exact specifications at present. 

What we have in mind is a one-story building with a monitor roof, — the build- 
ing to be 30 feet wide and 15 feet long, inside measurement; to be made with an iron 
roof. We do not wish to have any wood-work about the building in any way, except 
what would be in the window sashes. All windows would swing on central 
bearings for ventilation in warm weather. We presume we could use a corrugated 
iron roofing. 

Yours truly, 



In writing verbatim reports of dialogues and conversations, each separate speech, 
or remark, even though it consists of a single word, is placed in a separate paragraph, 
thus :• 

One of the men, who had been eyeing me closely, now approached, and, giving me a hard look, 
asked: 

"Did you come on the last train ?" 

"I did." 

"Where are you from?" 

"St Louis." 

"Well, my advice to you is to make yourself scarce." 

"Why so?" 

"Well, you hang around here, and you'll find out You mayn't be one of them detectives, but 
the boys think you are, and that's about the same thing. You'd better travcL* 

"I saw that opposition would be useless, so resolved to parley. 

"But I can't get away until the next train." 

"Well, the walking's good, ain't it?" 

Separate the following article into six paragraphs, and be able to explain to your 
teacher the reason for each paragraph: 



PARAGRAPHING. 4I 

Make Yourself Valuable. 

Young man, learn to do something. You have average brains, two good eyes, and a pair of 
strong hands. Make the most of this capital. Learn to do something that not everyone else can do. 
Be a producer of something the world wants and must have. Almost everybody can drive a market 
wagon, or sell tape, or nail boards on a fence. If these, or something like them, are all you have to 
offer in the labor market, you should not hope to get in exchange for them a very large share of the 
world's good things. Labor, like other things, is valued by the law of supply and demand. If you do 
only cheap things, you will be a cheap man. It is an age of machines. The steam-shovel has displaced 
the navvy; the binder and header do the work of the harvest-hand; and the "blind demons" of steam 
and iron have everywhere cheapened human brawn. You must learn to do something that no machine 
can do— something that requires brains. The machine has made sad havoc in the labor market with 
the men who have nothing to offer but muscle-labor. They have been pressed down in the struggle, 
almost to the line of mere existence. This is not a situation to whine or growl about Unskilled 
human hands cannot compete with the waterfall, the steam-engine, and the dynamo. The thing to do 
is to get out of the machine's way, or else become its master. The world is still full of work for 
disciplined brains and skilled fingers. No machine will ever write a letter or a newspaper article, keep 
books, or draw a picture. But the higher the class of work one fits himself to do, the more time is 
required to learn to do it, and the market value of work is usually in proportion to the time and effort 
required to do that work. A surgeon removes a tumor, and he charges his patient fifty dollars for 
perhaps five minutes' work. He does not charge for the time spent in cutting out the tumor, but for 
the time spent in learning how. Thus it is that time is capital, when it is employed in fitting one's 
self to do well-paid work. Therefore, young man, if your present employment is unsatisfactory, put 
in your extra time in adding to your capital by making yourself more valuable. 

Letter No. 24. 

Make six paragraphs of the following letter : 

Gentlemen ; — ^The writer has been away for awhile, hence yours of the 22d has 
not been answered. Regarding the rate charged you for over-time — 7% — we would 
say that we would much prefer to have our bills paid when due rather than let them 
run and 7% be added, for the reason that we can use money in our business at 12% 
per annum. You can, therefore, see that we are making no money by adding 7% and 
losing 12%. You speak about money being as low as 33^%. If one had government 
bonds to put up as collateral, one could get money here at 4^%, or if a good note, 
with indorser, was offered at the bank, the rate would be about 6%. We have many 
good customers, who are responsible, who would like to settle by note and add 6%— 
this we decline in all cases ; and when we allow you to pay at your convenience at the 
rate of 7% on open account, it is as liberal as we can afford to do, and we allow it 
for your benefit and not our own. We can only repeat that our choice would be to 
have you take your discounts and settle when due, but like to oblige our good friends. 
You can always count upon receiving from us our best efforts in your behalf. We 
enclose statement showing balance due of $24.04, which please report if not correct 
Yours very truly. 
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Paragraph each of the following letters: 

Letter No. 25. 

Dear Sir: — ^We have made approximate figures on the machinery for handling your 
lime and coal and would like to have you call at this office tomorrow forenoon, if 
possible, to go over same with you. Kindly telephone to us on receipt of this, saying 
when you can come, so that we may be here to meet you. Yours faithfully, 



Letter No. 26. 

Dear Sir: — ^We have had inquiry for a barber's brush, made after the style of your 
No. 9 and No. 12. If you have such a brush, our customer says it is No. 7. Please 
add a sample dozen to our order sent to you yesterday. Very truly yours, 



Letter No. 27. 

Gentlemen : — We send you today by mail, a wire wheel, made of No. 47 wire, which 
we think will give you better satisfaction. It will be the same price as the one 
returned. We will not make any charge for sample wheel sent yesterday. Hoping 
to receive a favorable reply in regard to sample, we remain, Respectfully yours, 



Letter No. 28. 

Gentlemen: — In reply to yours of the 2d, we are pleased to submit the samples and 
prices we shipped to you today by American Express. . Not knowing just what use 
you put the brushes to, we were obliged to send one of all the kinds usually sold to 
parties engaged in iron work. The Nos. 0, 1, 2, 3, and 4 are what we would recom- 
mend for light bench work. The Nos. 1, 2, and 5 are ejttra strong, being wired in, 
which holds the bristles more securely. The remaining samples we also sell to 
many concerns. If what you have been using is different from any of these samples, 
we would be pleased to receive samples of same, at our expense, which we will gladly 
duplicate and quote prices. Very truly yours. 



CHAPTER V. 

CAPITALIZATION. 

The misuse of capitals, like bad grammar and incorrect spelling, is a sure indica- 
tion of an illiterate writer. As the student values his reputation for common intelligence, 
he should be careful of his capitalization. 

While usage varies greatly as to certain details of capitalization, there are still a 
number of rules that are held inviolate by the great majority of writers and printers. The 
tendency, however, is to reduce the number of cases for capitalizing. Especially is this true 
in newspaper offices. The observant reader will notice that in the hurry of "going to press," 
daily and rural newspapers often ignore rules for capitalizing that are more rigidly 
observed in books and in our higher class magazines. Again, each printing-office usually 
has its "style," or arbitrary usage, which often runs counter to the rules. 

Here is a good rule to follow : — 

Never use a capital letter unless clear reason for its use exists, and in case of doubt, 
use a small letter. 

The rules for the use of capitals, now generally observed are: — 

I. — The initial letter of every general sentence, every formally introduced verba- 
tim quotation, and every line of poetry should be a capital. 

2. — ^The initial letter of every word, phrase, or sentence used as a title, heading, or 
subdivision of printed matter (for illustration of this case, see the various subdivisions and 
topics embraced in this book), should be a capital. 

3. — ^All proper or special names of persons, races, places, geographical or political 
divisions, or other objects of thought, and all distinguishing titles, should begin with a capi- 
tal letter. 

4. — The longer or more important words in titles consisting of a number of words, 
should begin with capitals. 

Example. — A Brief History of the United States. 

5. — Names of ideas, or things, when these are personified, should begin with a cap- 
ital. 

Example. — O Death, where is thy sting! O Grave, where is thy victory! 

6. — ^All names applying directly to the Deity, and the pronouns he, his, and him 
when thus applied, should begin with a capital. 

Example. — ^The Son cometh from the Father: this discovereth His love, and of a 
truth He will not forsake* us. Let us cleave unto Him. 

[48] 



44 ELLIS BUSINESS CORRESPONDENCE. 

7. — ^Adjectives derived from proper nouns, and related in meaning to the words from 
which they are derived, should begin with a capital. 

Examples. — Our English friends. He had "Frenchy" ways. The Victorian litera- 
ture. A Utopian scheme. The Monroe doctrine. The Republican candidate. 

Some adjectives not closely related to the proper noun from which they are derived 
are not capitalized. 

Examples. — It was a quixotic adventure. A china cup. Our guinea fowls. A 
maltese cat. A newfoundland dog. The german-sUver spoons. A morocco pocketbook* 

Verbs and other parts of speech derived from proper nouns are not usually capi- 
talized. 

Examples. — Boycott, christianise, gerrymander. 

8. — The pronoun, I, and the interjection, O, should always be capitals. 
Note. — ^The interjection, oh, is not capitalized unless it begins a sentence. 

9. — ^To add importance to a word or idea, begin with a capital. 
Examples. — This, sirs, is a Nation ! All this we owe to Education. 

Many abbreviations, chiefly those of words or phrases that are proper nouns, or 
titles, etc., should be capitals. 

Examples. — ^A. M. (ante meridian). M. D. (Doctor of Medicine), Gen. (Gene- 
sis). 

Note. — Some abbreviations of common nouns are capitalized; as, No. (number), Q. (question). 

Write each of the cases requiring capitals and illustrate with an original sentence. 

Exercises in the use of Capitals. 

Write, in the order of their occurrence, all of the capitalized words in the follow- 
ing exercise, and write after each word the number of the rule that justifies its capitali- 
zation. 

1. The appearance of "The Rise of the Dutch Republic" placed Motley at once in the front 
rank of American historians. 

2. And I said, "O Tree I take me unto thy arms!" 

3. We saw Indians driving a drove of Texan cattle. 

4. Slowly the old Spaniard spoke, ''Let us not be unmindful of Providence and His blessings.** 

5. Of Philosophy it may be said, "she is the Queen of all the noble studies that engage the 
flOuL'' (Here the quotation, not being formally introduced, is not capitalized.) 

6. In Him we live and move and have our being. 
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7. We then visited the Mint, and were introduced to the Superintendent 

8. The capital, Topeka, is a thriving city, beautifully situated on the right bank of the Kansas 
River; the Capitol is a massive structure of pleasing architecture. 

9. The Sheriff of the County, the Mayor, the City Clerk, and several other officials, then 
accompanied us to the Masonic Temple, the Equity Building, the Palmer House, and other places of 
note. 

10. You will find the passage in Canto V. of Part Two of Volume Six. 

It This Epicurean philosophy cannot be made to harmonize with the Christian Plan of 
Salvation. 

12. In Rule Nine, we find a statement almost absurd enough to suggest a Hibernian bull. 

13. The Croesuses may not always provide the policy of the Republic. 

14. The North should not be arrayed against the South, nor the East against the West. 

15. What Englishman is not proud of the ''Grand Old Man?" 

16. Then he called out, "Quick! Conductor! flag Number Eight!" 

17. The Senator from Ohio rose. "Mr. President," said he, "this matter has gone far enough, 
and I move you. Sir, that the Senate do now adjourn until Monday, the sixth day of January, at ten 
o'clock, A. M." 

Exercises for practise in the use of Capitals. 

Capitalize and punctuate the following sentences properly. After they have befen 
corrected by your teacher rewrite them. 

1. While standing in the shadow of the building, i plainly heard these words ; "we will meet 
you promptly at seven o'clock." 

2. and well may doubt, the mother of dismay, 
pause at her martyr's tomb. — campbell. 

3. he talks of writing, after the manner of jules veme, an extravaganza to be called: "an 
interesting account of how three boys succeeded in reaching the north pole." 

4. The property is owned by peter monk, a full blood mohawk indian who bought it, about 
the beginning of the civil war, from one charles c wise, who was at that time county clerk of monroe 
county. (Usage varies in the case of double geographical names. Some authorities write Missouri 
River, Clark County, New York City, Atlantic Ocean, others prefer Missouri river, Clark county, 
New York city, Atlantic ocean, etc. Probably the best usage now favors capitalizing both names, but 
there is a strong and growing tendency to begin the second part of such names with a small letter.) 

5. My friend, the president, is a democrat, but his father was a whig. 

6. We called at the capitol, and were presented to the governor by mr. wright, senator from 
the sixth district. 

7. the book deals fully with the magna charta, the bill of rights, the declaration of independ- 
ence, and the constitution, as well as with many other documents pertaining to democratic government 

8. mr. tyler, as the whig candidate for vice-president, could not well obtrude the views he 
had held as a democrat. 
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0. the evening news announces that the french ministry has resigned. 

10. come, i will introduce you to the general; be entirely at your ease; remember he was once 
a young lieutenant like yourself. 

11. i consider geometry as the nestor of the sciences, and of the many geometries i have 
taught, i consider halls geometry to be the best. (The names of studies and sciences, as arithmetic, 
geography, geometry, etc, were formerly capitalized, but this practise has been mostly discontiniied 
excepting when they are used in book titles.) 



CHAPTER VI. 

STYLa 
style and the Essential Qualities. 

By style is meant the method or form adopted by a writer to express his thought 
In general, Style is determined by Diction and Phraseology. 

There are many varieties of Style; thus, one's style may be concise, formal, dig- 
nified, vigorous, conversational, humorous, poetic, sarcastic, grave, etc. 

All good compositions should, however, possess the following Ave essential qual' 
ities; viz., (i) Correctness, (2) Clearness, (3) Force, (4) Ease, (5) Unity. 

By correctness is meant the conforming in all respects to the laws, usages, and 
established forms of language. 

To be Correct, a sentence must be (i)grammatical; (2) its words must be cor- 
rectly spelled, capitalized, and used according to their established meaning; (3) its parts 
must be correctly punctuated ; and (4) its elements logically arranged. 

Copy the following sentences, making all necessary corrections :— 

1. It was not Cleveland the president who I referred to but Qeveland the citty on lake Erie. 

2. He acted like a Perfect Fiend and I was that scared I thought I would die. 

3. Of all the Governors had in this State this man has gave the poorest Satisfoction. 

4. Their are three Cities in this County that have an eclectic light system vis St Thomas 
Farlin Ville & New Cincinnati 

5. I dont think either of them boys is illegible to join the company. 

6. The Preacher said that he should 'nt preach the sermon on account of the intemption 
but the audience would sing the docksology and be dismissed. 

7. A Contract is when two people or more agree to do certain things or not do it 

8. That man last week which forged the Note for 500 Dollars on the city Bank knew when 
he done it most likely that he hadnt ought to have did it 

9. I couldn't never see no sence in fooling away so much time in the studying of gramer 
It aint always the best g^amarians that get there, 

10. Pleas send me 2 dollars worth of Shuger, and find enclosed sixteen dozzen eggs which I 
send by the boy which at 20 cents makes a dollar and thirty cents over, Them last matches wasnt no 
good and the peaches had considerable worms, I kno all of half of them would nt lite, and we throwed 
lots of the latter away, 111 take the rest in Coffey green I mean, 

Yours Resp 

mrs Simon Qose. 

[47] 
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Clearness is that quality of a sentence which makes it completely and immediately 
understood. 

The opposite of clearness is called obscurity. 

A sentence may be grammatically correct, yet so hopelessly obscure that the writer's 
meaning can be little more than guessed at. 

Take, for example, the following sentence: "While talking to my brother Henry, 
who is also blind, he expressed the sad fear that he would not be able to earn a living 
because of his blindness." 

This sentence is grammatical, and may be clear enough to its author ; but its possi- 
bilities as to meaning are too numerous for profitable investigation. 

Among fruitful causes of obscurity deserving especial reprobation may be men- 
tioned the following: 

1. Use of pronouns without clear reference to their antecedents. 

EXAMPLE. CORRECTED. 

The Governor's private secretary said that he Through the private secretary, I learned that 

was too busy to give immediate attention to my the Governor's duties were too pressing for him 

application, but that he thought that he could to give immediate attention to my application, but 

consider it as soon as his duties were less that it would receive early consideration. 

pressing. _,, . . • . . 

The private secretary said that, owmg to 

pressing duties, he was unable to give my appli- 
cation immediate attention, but that it would soon 
be placed before the Governor. 

2. Misplacing modifying words, phrases, or clauses in such a way that their appli- 
cation is not clear. 

EXAMPLE. CORRECTED. 

I know he will die because my husband is his I am sure he will die, as my husband, who is 

physician. his physician, tells me there is no hope. 

This careless use of "because" is responsible for much of this sort of ambiguity, 
often, as in the above case, proving a "shaft at random sent," and finding a "mark the 
archer little meant." 

We are selling handsome black ladies' fascin- We are sellings ladies' black fascinators, very 

ators at fifty cents each. handsome, at fifty cents each. 

Adjectives are prone to wander away into strange places. Watch them. 

Notice! The members of the Lake View Notice! Owing to the death of their Presi- 

Hunting Club will not shoot themselves, owing dent, none of the members of the Lake View 

to the death of their President during the present Hunting Club nor any of their employees will 

month. Neither will any of their employees. shoot during the present month. 
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He could not sleep with the howling dogs Because of his troubled thoughts, and because 

and the shrieking cats making the night hideous of the howling dogs and shrieking cats that were 

as well as with his troubled thoughts, so he re- making the night hideous, he was unable to sleep 

solved to rise and banish them with a quiet so resolved to arise and calm his nerves by in- 

smoke on the veranda. dulging in a quiet smoke out on the veranda. 

From the above it would seem that misplaced phrases, like politics, are apt to make 
"strange bedfellows," 

It was plain that the man was demented, as It was plain that the man was demented, as 

he would not eat himself or allow any one else to. he refused to eat or to allow any one else to eat 

It is the superfluous ''himself" that gives the suggestion of cannibalism. 

3. Omitting words, especially verbs and pronotms, the presence of which is essen* 
tial to the construction. 

EXAMPLES. CORRECTED. 

A city from a balloon hardly seems a city. A city seen from a balloon, hardly seems a 

city. 

Tarantulas are poison, their bite being like Tarantula bites are poisonous, having an 

snakes. effect similar to that of certain snakes. 

How could a tarantula bite be "like snakesf" Such absurdities are common in 
the composition of careless people. 

He was not a hard student and notorious for He was not a hard student, and besides, was 

his disorderly conduct. notorious for his disorderly conduct. 

The omission makes the assertion the opposite of what the writer intended to say. 

I like him no better than his companions. I like him no better than I do his companionib 

(Or, in another sense) I like him no better than 
his companions do. 

The detective ran to where the robber had The detective ran to where the robber had 

taken to the river and stopped. taken to the river; then he stopped. 

Exercises in Clearness. 

Reconstruct the following sentences, clearing up all obscurity. After they have 
been corrected by your teacher rewrite them. 

1. Just then a lady came by leading a little girl; she was elegantly dressed but was crying 
bitterly. 

2. Students will not be allowed to throw stones at cows or other animals on their way to 
school 

[4] 
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3. The young ladies waved their handkerchiefs at the students as they went by the college on 
their way to the tennis grounds. 

4. The children ran around hunting for the pigs in their bare feet 

5. I protest against this quarrel in the interest of peace. 

6. My brethren, we will sing songs of joy ourselves this morning, because the choir is absent. 

7. Peacock plumes, if less costly, are more gaudy than ostriches. 

8. Her "Memoirs** convey the impression that Madame de Remusat was an observant critic 
(The unliterary reader cannot learn from this sentence that Madame de Remusat herself is the author 
of the "Memoirs." Do not use pronouns before their antecedents.) 

9. His experience had taught John that Tom was not to be trusted. 

10. The Captain was dancing with a handsome lady in full uniform. 

11. The fact that the boys were idle sometimes discouraged the teacher greatly. (Does the 
"sometimes" refer to the idleness or the discouragement? A comma might clear the matter up, but it 
is not safe to let clearness depend upon a comma.) 

12. He looked at the laborer as he shoveled the sand with a compassionate expression. 

13. Estelle treated him quite as coolly as the others in the party. 

14. Max's father is a Frenchman who emigrated to America when he was an infant. 

15. The following is an almost verbatim copy of an item that the writer once read in a 
country newspaper : 

"On last Wednesday evening as Stephen Jones was driving a young mule accompanied by his 
father-in-law, he suddenly commenced kicking, and the buggy being soon overturned, both were thrown 
heavily to the ground. He then endeavored to subdue the vicious brute, and he kicked him so severely 
that he was injured internally. He was at once driven home and everything possible was done to save 
his life, but all in vain, and he died about an hour after the accident. His loss is regretted by all. 
His ^ther-in-law was not seriously hurt" 

« 

Force is that in the sentence which causes it to make a strong impression upon 
the reader. 

Force may be secured in a number of ways; as: 

1. By choosing strong, apt and meaning words. 

2. By the use of striking figures or illustrations. 

3. By an impressive arrangement of the sentence elements, and by placing the 
most important thing last. 

4. By the omission of needless elements, and consequent conciseness of expression. 

5. By employing short, rather than long sentences, and by selecting as modifiers, 

single words and phrases, rather than clauses. 

Let the student read carefully the parallel examples, and note how increased force 
is secured. ' 
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EXAMPLES. 



CORRECTED. 



Heniys tendencies were in the direction of 
indolence. 

My brother felt that he would like me to be- 
come a scholar, and so he sent me to an academy. 

It having been decided to call a physician, 
when he arrived he said that the disease that the 
man had was smallpox, and this of course pro- 
duced a great deal of excitement among the people 
in the house. 



Henry \7as inclined to be lazy. 



Wishing me to become a scholar, my brother 
sent me to an academy. 

A physician who was called, announced that 
the man had smallpox. This, of course, caused 
a panic in the household. 



Notice how the superfluous words weaken the expression. 

Yesterday I saw a snake that was not less While on a fishing trip to the lake yesterday, 

than five feet in length, while I was on my way to I saw a snake fully five feet long, 
the lake to fish. 

As soon as she saw the tramp, she turned Seeing the tramp, she turned and fled toward 

around, and ran as fast as she could toward the the house, 
house. 



He put on his overcoat and gloves, and then 
he ordered his carriage, and drove to the White 
House, introducing me to the President. 



Putting on his overcoat and gloves, and 
ordering his carriage, he drove to the White 
House, where he introduced me to the President 



Notice here, that the less important facts be kept in the background by expres- 
sing them in phrases. In the weak sentence, the reverse of this plan was followed. 

We have prostrated ourselves before the We have petitioned, we have remonstrated, 

throne, we have supplicated, we have remon- we have supplicated, we have prostrated ourselves 
strated, we have petitioned, but all in vain! before the throne, but all in vain! 

Observe the advantage of arranging the terms in the order of their strength, 
beginning with the weakest and ending with the strongest. 



All at once we observed a large yellow panther Suddenly we espied a huge tawny panther 

lying upon a limb that extended out from the trunk crouching upon a projecting limb, 
of the tree. 

"Projecting limb" does all the work of the weak concluding clause. "Suddenly," 
"espied," "huge," "tawny," and "crouching" are much more vivid than the words they 
displace. 
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He approached the Emperor, kneeling at his Approaching the Emperor, he knelt at his 

feet feet 

This sentence sins against Qeamess as well as Force. 

She turned down the shawl, revealing a baby's Turning down the shawl, she revealed a 

face. baby's face. 

This sentence illustrates what Professor Hill calls the "dangling participle." 

Here is another case : 

Her father is an Irishman, having come to Her father is an Irishman who came to 

America before the Civil War. America before the Civil War. 

The first dainty touches of the spring may be In this little vale, one may see the first dainty 

seen in this little vale. touches of the spring. 

By the accomplishing of this undertaking sue- The successful accomplishment of this under- 

cessfully, he was made famous all over the taking made him famous throughout the land, 
country. 

In general the active form of a verb or verbal is stronger than the passive, and 
should be employed unless there is a special reason for using the passive. Also the 
abstract noun is usually stronger than the verbal. 

The trying of the case will be entered upon on The trial of the case will commence Monday. 

Monday. 

The town is being built up rapidly. The town is building up rapidly. 

The following and similar idioms in the active are quite allowable, and are much 
stronger than the passive expressions: 

The house is now building. 
Some mischief is hatching. 
Money is coming in. 
Gold is going to Europe. 
The violins are playing. 
Property is selling readily. 

To THB Teacher. — ^Before attempting the test exercises, the student should be thoroughly 
drilled in the methods of correction developed in the parallel illustrations. 
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Exercises for Drill Work. 

Recast the following sentences, endeavoring to improve them both in Clearness 
and Force: 

1. We contemplated attending the World's Fair before we had fully considered the great 
cost necessarily attending the undertaking, but finally decided that it would not be prudent for us to go. 

2. A bombshell came crashing through the roof a^ I was brushing my teeth, and not thinking 
of any special danger. 

3. She had obtained a situation as stenographer, something she always declared she would not 
do, but finally poverty compelled her. 

4. Mr. Jones grabbed his typewriter and rushed for the street almost as soon as the fire-bell 
began to ring. (It would add interest to the situation, of course, to know whether this sentence refers 
to an instrument, or to a lady employee. "Typewrit ist" and "typist" are words gaining desirable cur- 
rency as a means of making this distinction. However imminent the danger, Mr. Jones, probaby, did 
not "grab" his typist) 

5. We did not investigate carefully the condition of the boat before we permitted ourselves 
to be persuaded into hiring it; if we had done so, it is more than probable that the unfortunate 
accident would not have occurred. 

6. He decided to devote a portion of his accumulated wealth to the establishment of an insti- 
tution for the purpose of giving instruction in the trades and useful arts, to be open only to those 
unfortunate boys and girls who have no fathers or mothers. (See what parts of this sentence can be 
displaced by the words, industrial school, and orphans.) 

7. All at once he was confronted by a great grizzly bear as he went whistling along the 
trail. 

8. They read their doom in the setting sun, as they ascend the distant mountains slowly. 

9. She inquired his name, turning to him as she spoke. 

10. My friend is quite a mechanical genius, having invented a new kind of d3mamo. 

11. His father having died wealthy when he was very young, he inherited from him a consid- 
erable fortune. 

12. Property is being sold readily, and the town is rapidly being built up. 

13. It seems to me that the thing that is most easy to do is the thing that we have practised 
doing for a long time. 

14. He was a diligent, industrious, steady, hard-workiqg fellow who was a universal and 
general favorite with everybody. (Filling sentences with useless adjectives is a common fault with 
writers who give more heed to sound than to sense.) 

Ease is that quality in a sentence which makes its oral expression fluent and agree- 
able to the ear. 

Ease, in the perfection in which it is found in the writings of Addison, Goldsmith, 
Irving, and other classic writers, is rarely attained; yet this fact need not discourage the 
student of English, who would acquire the pleasing art of writing smooth and graceful 
sentences. 
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The habit of discrimination, and of framing sentences mentally before attempting 
to write them, will enable us to avoid, for the most part, those discordant words and 
harsh-sounding or awkward phrases, which so grate on one's ear, and destroy all smooth- 
ness and harmony of expression. 

We give the following as the more important faults that tend to diminish Ease. 

1. Use of high sounding words or phrases, or those difficult of pronunciation. 

2. Disagreeable repetition of a word or sound. 

3. Awkward arrangement of elements. 

4. Combining words in which the sounds do not harmonize, or easily coalesce. 

Let the student examine the following parallel expressions, and notice which 
of the above faults are evident, and how the difficulty is remedied. It will be found an 
excellent practise, first to read the faulty expression, and then to correct it before exam- 
ining the text correction. 



EXAMPLES. 

Of all men, he is by far the bravest who ever 
took upon themselves the task of setting a people 
at liberty. 



CORRECTED. 

Of all men who have undertaken to liberate 
a people, he is by far the bravest. 



It seems a shame that she was not successful. 



It was too bad that she could not succeed. 



I am thankful that we are through with these 
thankless tasks. 



I am glad that our thankless work is finished. 



As father was not about, and we had been out 
to the park, and were about fagged out, we decided 
not to go out to see the parade. 

His experience has, perhaps, — ^though I hardly 
think so, — ^but it may have taught him caution. 

This insistence upon his being given permission 
to dismiss the school during the epidemic, dis- 
pleased the board, so they promptly discharged 
him. 



As father was away, and we had been to the 
park and were quite tired, we decided not to go 
out to see the parade. 

Still, I hardly think that his experience has 
taught him caution ; although it may have done so. 

In urging the board to allow him to dismiss 
the school during the epidemic, he gave offense, 
and was promptly discharged. 



A knife he had purchased with which to slice 
the bread. 



He bought a knife with which to slice the 
bread. 



This never-to-be-forgotten experience still This memorable experience thrilled him anew 

thrilled him at each time the thought of it recurred. whenever he thought of it 

The subject about which he preached had been He preached upon a theme that had been 

already practically exhausted. worn threadbare. 
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The student will notice that these awkward, jangling constructions sin against 
Force as well as Ease. 

This book is one to which I have taken a fancy. I have taken a fancy to this book. 

The old rule, "A sentence should not end with a preposition," should be applied 
with discretion. While the rule applies in a majority of cases, there are instances where 
it is permissible and even advisable to place the preposition at the end of the sentence. 

Notice the following: 
See to what my crimes have brought me. See what my crimes have brought me to. 

What have you with which to work? What have you to work with? 

In the first sentence the main thought is the present condition as a result of the 
crimes. In the second sentence there is no question about the work, but what it is to 
be done with is the question. 

The grouping of words having a common initial letter is called alliteration. 

Examples. — Long and lovingly she lingered about her lilacs. 

Bounded the mad billow bearing on his breast. 
The feathery foam-flakes of Old Ocean's crest. 

Alliteration is effectively employed in poetic or oratorical styles, and may often 
be sparingly used to add a pleasing, musical touch to ordinary sentences. But when 
strained or overdone, alliteration, like other affectations, offends good taste, and excites 
contempt. 

Take the following example: 

She was a person, proud though penniless, and perfectly proficient in her pursuits. 

Here the successive p's are offensive because the alliteration is evidently studied; 
but recasting; thus, "She was proud though penniless, and entirely proficient in her 
calling," the slight and entirely natural alliteration is pleasing. 

Recast the following sentences, endeavoring to secure the qualities of Clearness, 
Force, and Ease: 

1. Ministers are generally pleasant gentlemen, of gentle and refined manners. 

2. This paper purports to set forth the purpose for which the property was purchased 

3. He reached for a match with which to light a light. 

4. I desire you distinctly to understand that I will stand no such nonsense. 

5. The storm struck the stage sooner than those in it thought was probable. 



56 ELLIS BUSINESS CORRESPONDENCE. 

6. He might get his brother to get him work, but whether he would have liked to have helped 
him pecuniarily is a question. . 

7. I was musing about that amusing music, which late last night I listened to. 

8. The critics are apt to be too critical in their criticisms. 

0. Every man was ordered to man the boats, but not a man obeyed. 

10. What is true of the Pacific Coast is likewise largely to be found in the East (Here the 
writer did not like to repeat the word "true," hence the awkward result Sometimes the repetition of a 
word is essential to smoothness.) 

11. Each day the dark and desperate demons of his thoughts drove him toward doubt and 
danger. 

12. Sir, we still stand firm for the stable structure of our established State. (The use of the 
word, "construction," may help to reduce the strained alliteration.) 

13. It is entirely likely that he will promptly and gracefully retire from the contest (Beware 
of getting too many verbs ending in "ly.") 

14. I thought of the weak pleadings all the time I was reading the proceedings. (Here the 
"lug's" jingle painfully.) 

Unity relates to the oneness, or identity, of the sentence, or to that proper selec- 
tion and arrangement of its parts, that make it express one central and prominent thought. 
Consider, for illustration, the following: 



"Henry was digging potatoes and Fido, the dog, was whining, and a large blacksnake was 
crawling along the wall." 



This sentence lacks unity, as it asserts three facts of apparently equal prominence, 
and having no visible connection. 

Suppose we change it to read this way: 

"As Henry was digging potatoes, all at once he noticed that Fido, the dog, was whining 
excitedly. Looking about for the cause, he discovered a large blacksnake crawling along the wall." 

Here, by subordinating one of the propositions, and constructing another sentence, 
we get the facts in tangible relation. This example illustrates fairly well what we mean 
by Unity. It is simply "putting things where they belong," and thus securing a just 
and orderly arrangement of our thoughts. Composition having Unity differs from that 
which has it not, as a well-packed trunk differs from one into which the contents have 
been thrown haphazard. 

Unity is a quality pertaining to the paragraph, or to the whole theme, as well as 
to the sentence. 

Lack of Unity is occasioned chiefly through the following defects: 

1. Crowding too many thoughts into one sentence. 

2. Failure to express the subordinate thoughts as dependent clauses. 

3. The recurrence in subsequent sentences or paragraphs, of matters already dis- 
posed of. 
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Of all literary shortcomings, lack of Unity is the one most destructive to good style, 
as well as the one most common with unskilled writers. Its best remedy is that little 
rule which, when faithfully observed, prevents so many other sins of the pen; viz.> 
"Think before you write T 

Let the student give careful attention to the faults in Unity in the following exam- 
ples, also to the method of their correction : 



We went to Fremont on Tuesday, and Mr. 
Jones' folks went along, and the sun was shining 
when we got there, which was at ten o'clock, but 
it was raining when we started, about sunrise. 



Charlie climbed the tree to shake down the 
coon, and I was on the fence and Tige was bark- 
ing, and Charlie had no ax to chop the tree. Then 
the coon fell out of the tree, and I screamed, and 
Charlie climbed down, and Tige seized the coon by 
the throat. Charlie shook it out of the tree. It was 
a big fellow. Charlie said it would weigh more 
than twenty pounds. Tige killed it pretty soon, 
and Charlie sold the skin for twenty cents. I was 
awfully frightened. We were on our way to 
school when Tige treed the coon. Charlie skinned 
the coon with his pocket-knife. 

The book, "Ben Hur," of which you spoke so 
highly, and which I have been trying to buy ever 
since I came to the city, I finally found, and I have 
read it quite hurriedly, which was not in accord- 
ance with the advice which you gave me, although 
I feel that it is really a book which should be care- 
fully read, and which I intend to read again. 



On Tuesday morning, about sunrise, accom- 
panied by Mr. Jones' folks, we started to Fremont. 
Although it was raining when we left home, the 
sun was shining brightly when we reached town at 
ten o'clock. 

As Charlie and I were going to school one 
morning, Tige treed a coon. As we had no ax to 
cut the tree, Charlie decided to climb up and 
shake him out I climbed upon the fence, while 
Tige barked eagerly. All at once Charlie gave one 
of the limbs a shake, and down came the coon. 
Tige seized him by the throat, while I screamed 
with fright. But Charlie came down, and Tige 
soon had the coon killed. Charlie said it was a 
large one, and would weigh more than twenty 
pounds. He skinned it with his pocket-knife, and 
afterwards sold the skin for twenty cents. 

I have finally succeeded in buying "Ben Hur," 
the book you praised so highly. Contrary to your 
advice, I read it quite hurriedly, but was so pleased 
with it that I intend reading it again, and more 
carefully. 



The habit of stringing clauses together in this confusing fashion has been called 
"witchcraft." It is a chronic failing with some weak and "sleepy" writers. 

As I came over the mountain, the magnificent At sunrise, as I crossed the summit of the 

view from the summit, as the sun rose, struck me. mountain, I was struck by the magnificent view. 

Unity is here destroyed by the incongruous arrangement. Note how Unity en- 
hances Clearness and Force. 

Deer were abundant and easily killed, and our 
party quickly took advantage of this fact. 



Deer were abundant and easily killed — a fact 
of which our party quickly took advantage. 



The employment of the dash here enables us to give a subordinate form to the 
subordinate statement, — b. requirement of Clearness as well as of Unity. 
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Rats belong to the order of Rodentia, which in- Rats belong to the order Rodentia, a group of 

dudes the rabbit, squirrel, and other gnawers ; and animals including rabbits, squirrels, and other 

their universal distribution over the earth has prob- gnawers. The general distribution of rats over 

ably been effected by ships. the earth has probably been effected by ships. 

Your letter was received yesterday, and we will Your letter, evidently delayed, was not received 

ship you the goods to-day, although you are prob- until yesterday. We ship the goods to-day, and 

ably looking for them ere this, as your letter hope they may reach you in time to prevent any 

seems to have been delayed ; but we hope they will inconvenience, 
reach you in time to prevent any inconvenience. 

Rewrite the following sentences, giving special attention to shortcomings in 
Unity: 

1. A large dog lay on the front porch and the storm was about to break; no one was in sight, 
but John approached the house. 

2. I wrote you last week about buying the horse, as Henry said you would sell it I want a 
horse if I can get one to suit me ; probably my letter did not reach you promptly, as I have heard nothing 
from you. What is your horse worth? Henry did not tell me, but I do not want to pay more than one 
hundred dollars; however, he may hot have known your price. Please let me hear from you. 

3. The town of which you write is in South Dakota, which is a good enough state for a 
poor man ; that is, if he is willing to work ; but I never was there myself, although Tom was there some 
time ago, and he has told me about it; however, you might do well, should you decide to go there, 
although I would not advise you to go there unless you have thought the matter over very carefully. 
(Some people have a remarkable faculty for thus building up ponderous sentences out of distantly related 
statements, and tying them together with an unlimited number of "whiches," "althoughs," "howevers," 
etc.) 

4. John worked away in the garden, the sun beating down upon him mercilessly, and his 
father was still in town, and had not left orders for him to work all day, and probably did not expect 
him to do so. (The two main propositions here, like the Siamese Twins, were much better off if not 
bound together.) 

5. This temperance question has troubled me, and although I have no difficulty in seeing the 
evils of intemperance, still it is one thing to see an evil, but it is quite another matter to find a remedy. 

6. The lecturer retired from the platform, and said, "I shall have to ask the audience to 
excuse me." (The Unity fails here, in the matter of time. The reader is left to guess whether the 
lecturer left the platform before, during, or after his remark.) 

7. When Willis left college, we can see no good reason why he should do so, although per- 
haps he was tired of restraint. 

8. John is a great joker, and it is more than likely that his letter is a hoax. (Here it is 
plain that the first proposition is explanatory of the second; yet, both statements are given equal 
prominence.) 

9. He did not take his failure to heart, but the same day went to a leading lawyer in the 
city, and who, he knew, usually kept a number of employees, and who, he thought, might want to employ 
another copyist, and having applied to him for a position, was at once accepted. (Beware of trying to 
make the sentence tell everything at once.) 



CHAPTER VII. 



LETTERS FOR CAPITALIZATION AND PUNCTUATION, 

The letters in this Chapter are properly arranged and paragraphed. Write each 
letter in its order, properly capitalizing and punctuating. Submit each letter to your 
teacher for approval. If you have made any errors rewrite the letter, making all cor- 
rections, and again submit to your teacher for approval. The second copy should be cor- 
rect. If not, rewrite the letter until you can get a correct copy. When your teacher 
approves of your work he will instruct you to proceed with the next letter. 

Letter No. 29. 

battle creek mich nsay 19 1912 
mr James brown 

denison iowa 
dear sir 

for over ten years we have been represented in iowa by a man in whom we 
have placed implicit confidence because he was thoroughly dependable our inter- 
ests have been cared for as carefully as could possibly be done as a result we are 
now doing a larger business through our des moines office than any other outside 
of the home office our mr smith however feels that he will be obliged to retire 
from active work soon because of ill health and requests that we place another 
man in charge of his territory 

our business relations with you have been very satisfactory and we believe 
you could manage our des moines office to our mutual advantage if you would 
care to consider an engagement with us and take up the work at des moines in 
the near future kindly let us hear from you at an early date and we will then take 
up the matter in detail with you 

yours truly 



Letter No. 30. 

battle creek mich may 25 1912 
mr James brown 

denison iowa 
dear sir 

we have your favor of may 22 replying to ours of may 19 we note that 
you favorably consider our proposition to you and suggest that you arrange to come 
to battle creek within the next two weeks for the purpose of going over the business 
thoroughly and arranging all necessary matters if you will wire us when you will 
arrive in battle creek we will ask mr smith to meet with us here 

yours truly 



fMl 
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Letter No. 31. 



battle creek mich June 26 1912 
mr James brown 

56 brush St 

des momes iowa 
dear sir 

we are sending you by express to-day a supply of stationery such as you 
will need for your own use and that of your salesmen these are for the reports 
required from your office you will note that the arrangement is such that the reports 
of salesmen sent to you each day can be transferred to your weekly report to 
this office with a minimum expenditure of time and labor and also give us full 
information as to just what each man is doing as well as the total business done 
from that office 

the salesmen's reports you will systematically file each day as sent in as 
has been done your reports to the home office are made in duplicate so that you 
are well equipped with information concerning the details of the business from 
day to day reference to these reports you will find valuable to you quite fre- 
quently 

yours very truly, 



Letter No. 3^ 



battle creek mith may 12 1912 
mr j 1 Jones 

maysville mich 
dear sir 

we are in receipt of your valued order of may 10 and thank you for same 
as we are not acquainted with you in any way and do not find your commercial 
standing in either dun's or bradstreet's rating books we would ask you to send 
us references as to your financial reliability we note that you request prompt 
shipment and assure you that the goods will go forward immediately upon receipt 
of information assuring us of your reliability in order to make as little delay 
as possible we would suggest that you send remittance for this first order and we 
will give you an extra discount of 2% on same 

trusting that this will be the beginning of very pleasant business relations. 
we are 

yours truly 
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Letter No. s^ 

battle creek mich may 31 1912 
nr j 1 Jones 

maysvflle mich 
dear sir 

your favor of may 18 containing remittance for your order of may 10 at hand 
goods will go forward today with tracer following and we trust they will reach 
you in time to fill your orders 

we are also in receipt of your references and trust our investigations will 
idlly establish your standing with us 

awaiting your further pleasure we are 

yours truly 



Letter No. 34. 

battle creek mich may 24 1012 
mr j 1 Jones 

maysville mich 
dear sir 

we trust the goods shipped you may 21 were satisfactory in all respects and 
that we may soon be favored with more orders from you 

on future orders we will extend credit to you to the amount of $300.00 on 
thirty days time with 2% discount for 10 days cash we would suggest that you 
discount a part at least of your bills for the present 

assuring you of our prompt attention to your valued orders we are 

yours truly 



Letter No. 35* 

battle creek mich jan 4 1912 
mr j 1 Jones 

maysville mich 
dear sir 

for some time now we have been favored with a liberal amount of business 
from you and wish to assure you of our appreciation of same 

until about two months ago your remittances were very prompt and in full 
since that time however you have allowed amounts to run considerably over the 
30 days given you but have failed to give us any explanation of the delay we 
trust you will take the trouble to let us hear from you regarding this matter as we 
feel that we were very liberal with you in extending time we would appreciate it 
if you would send us a statement of your business and if we find it entirely sat- 
isfactory and you wish more time or larger credit we shall be very glad to accom- 
modate you as far as possible 

yours truly 
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Letter No. 36. 

battle creek mich jan 15 1912 
mr j } Jones 

maysville mich 
dear sir 

not receiving reply to our letter of jan 4 we naturally feel a little anxious 
concerning your account with us we had hoped that you would be able to explain 
the delays satisfactorily and to receive the statement for which we asked as we 
have no reply from you concerning this matter we shall be obliged to ask you 
to make remittance by return mail covering all past due accounts we enclose 
statement showing $250.00 now long past due and $150.00 due over a week ago 

thanking you for your kindly attention to this matter we are 

yours truly 



Letter No. 37. 

battle creek mich jan 22 1912 
mr j 1 Jones 

maysville mich 
dear sir 

we have your valued favor of jan 18 and we are very sorry indeed that 
the condition of your account is such that we do not feel justified in making imme- 
diate shipment we were in hopes that you would make us a substantial remittance 
after receiving our letter of Jan 15 but to date we have not received it if you 
will send us a check covering all invoices now due we shall be pleased to make 
prompt shipment but we feel obliged to refuse further credit 

yours very truly 



Letter No. 38. 

battle creek mich feb 1 1912 
mr j 1 Jones 

maysville mich 
dear sir 

it is a matter of sincere regret to us to be obliged to address you as we 
are doing in this letter but in justice to ourselves we must insist on a prompt remit- 
tance from you covering your past due accounts some of which are now over 60 
days past due we can no longer carry you as we have been doing for more 
than six months past 

on future business we shall be obliged to limit our credit to you to $100.00 
on ten day payment until such time as you are able to show us wherein we 
would be justified in extending this amount and time whenever you can do so we 
shall be very glad indeed to accommodate you in the matter 

yours truly 
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Letter No. 39. 

battle creek mich feb 10 1912 
mr j 1 Jones 

maysville mich 
dear sir 

not receiving reply to our letter of feb 1 nor remittance covering amount 
due us we are obliged to state to you that unless remittance is made in full to 
date by feb 18 we shall place your account with our attorney and instruct him 
to enter suit immediately your prompt attention to this will save you added 
expense and annoyance 

yours truly 



Letter No. 40. 

battle creek mich June 2 1912 
brown smith & wilson 

salem mass 
gentlemen 

in reply to your ad in the american of may 31 for a salesman for western 
territory i would be pleased to have you consider my application for the place i am 
somewhat familiar with your line of goods having represented white & robinson in 
iowa and nebraska more than ten years regarding my ability and character i would 
refer you to the above firm and also to any bank in this city if you are inclined 
to give my application favorable consideration kindly send me further information 
regarding the work to be done i shall be glad to give you further references if 
you wish them or any other information in support of my application that you may 
require 

awaiting an early reply i am 

yours very truly 



Letter No. 41. 

battle creek mich mar 6 1912 
whiting & CO 

Chicago ill 
gentlemen 

your favor of the 30 ult. making inquiry regarding the character and ability of 
mr James wilson at hand i am pleased to say that i have known mr wilson for 
the last twelve years and so far as i have known his character is above reproach 
in a business way i have had dealings with mr wilson for the past seven years 
and under all circumstances i have found him to be absolutely reliable although 
he has been strongly tempted to greatly increase his income by betraying his trust i 
am sure you will find mr wilson a valuable addition to your office force 

yours very truly 
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Letter No. 42. 

battle creek mich June 4 1912 
wbtttng & 00 

Chicago ill 
gentlemen 

your favor of may 30 making inquiry regarding the character and ability of 
mr James wilson at hand while i have been acquainted with mr wilson for some 
time i have not been intimately associated with him but understand be bears a 
good reputation have had a few business transactions with mr wilson and he 
has always dealt squarely i believe you will find him an agreeable and reliable 
employee 

yours truly 



Letter No. 43. 

battle creek mich june 8 1912 
whiting & CO 

Chicago ill 
gentlemen 

regarding your inquiry of recent date i am really not in a position to give 
you very much information concerning the applicant have known him casually 
for some time but am not particularly familiar with his habits or traits of charac- 
ter have never had occasion to do any business with him and really could not 
state definitely regarding his reliability in financial matters 

yours truly 



Letter No. 44. 

battle creek mich June 1 1912 
union storage co 
pittsburg pa 
gentlemen 

we are engaged in manufacturing and selling a cleaning compound which 
is put up in cartons packed in wooden cases three dozen to the case the cases 
are 2 ft 9 inches long 2 ft 6 inches wide and 2 ft 2 inches deep and weigh approx- 
imately 75 pounds each 

we sell these goods in quantities to the wholesale trade and have a large 
business established in many of the large cities of the country as soon as we 
get our goods thoroughly introduced we will probably ship not less than four 
cars a week to pittsburg 

kindly quote us your terms for storage including unloading cars and bill- 
ing and shipping to the jobbing trade we would appreciate an early reply 

yours truly 

cleaning compound co 
by John doe mgr 
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Letter No. 45. 

pittsburg pa June 4 1912 
mr John doe mgr 

cleaning compound co 
battle creek mich 
dear sir 

your favor of June 2 at hand and noted we are pleased to quote you the fol- 
lowing terms for storage on your goods 

we will unload all car shipments to us free of charge the storage charges 
will be 2^c per case for the first month or fractional part thereof, and 2c per case 
for each succeeding month or fractional part thereof that the goods are in our ware- 
house we make no charge for billing out and shipping on your orders in five case 
lots or more on less than five case shipments we make an added charge of 3c per 
case 

our warehouse is fire and water proof and we guarantee your goods against 
contamination of any kind while in our care the above terms do not include insur- 
ance against fire or wind for a slightly additional amount we could furnish you 
full insurance and shall be glad to quote rates on request 

yours very truly 

union storage co 

Letter No. 46. 

battle creek mich June 11 1912 
dillworth bros co 

pittsburg pa 
gentlemen 

through years of constant application of strictly business methods in your 
dealings with a rapidly growing list of customers and producers your house has 
earned the reputation it now bears as one of the most reliable and substantial whole- 
sale institutions of your city 

for several years we have been manufacturing a food product which we put 
out under the name of ''best" before the first carton left our factory nothing had 
been left undone to make our product superior if possible to any other of its kind 
on the market 

in the placing of our goods on the market we have solicited business only 
with houses in the front rank of modem progress and we are pleased to state that 
from the first we have established a reputation with our trade both as to quality of 
our product and strict business integ^ty that is even beyond our anticipations 

it is therefore with a large degree of confidence that we offer to you the sale 
of our goods in your city as we know your house will place our goods properly 
and we are also certain that the goods will maintain the high standard of excellence 
they have always had 

we are sending you by express to-day a small case of samples and guarantee 
every package to be fully equal in all respects to these samples 

if on examination you favorably consider the handling of our goods we shall 
be pleased to quote you terms on same 

trusting we may be favored with an early reply we are 

yours truly 

best food co 

[5] 
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Letter No. 47. 

battle creek mich jone 81 1912 
diUworth bros co 

pittsburg pa 
gentlemen 

on June 11 we wrote to you with reference to handling our goods in your 
city we trust the samples reached you all right and have been carefully tested 
we are sure the placing of our goods would be a valuable addition to your busi- 
ness because they have proven their merit in such cities as Chicago kansas city st 
louis omaha and st paul where competition is strong now in those cities we are 
selling a large amount of goods and orders are constantly increasing 

in territory now covered we are selling over five hundred cases a day and 
we are confident that during the first two 'months you would place at least four 
carloads of best in pittsburg 

on the accompanying sheets we give you our terms to jobbers as well as 
prices for the retailer these we insist shall be maintained everywhere so as to main- 
tain a perfect uniformity in price on our goods on looking them over you will see 
that they are so carefully arranged as to give a liberal profit to you as well as 
allowing the retailer good money at his end 

we have been able to reduce the cost of production so as to enable us to com- 
pete successfully with others in the field and we believe that on no other product 
of this kind do you get a better margin than we offer you 

we shall hope to hear from you at an early date as we shall place our goods 
in pittsburg this season if you do not &vorabIy consider our offer we shall then 
consider propositions from others who are anxious to place our goods on that 
market 

yours truly 

best food CO 

Letter No. 4S. 

pittsburg pa June 16 1912 
best food CO 

battle creek mich 
gentlemen 

we received your favor of June 11 this morning and the samples came at 
noon we have carefully compared best with other similar products and are pleased 
to say that we believe it stands the test admirably in fact we are frank to state that 
we believe it is the best food ' product we have ever seen we are somewhat familiar 
with its success in other cities and believe we could successfully place best on the 
market in pittsburg providing the terms can be satisfactorily arranged 

we would not care to consider the matter further unless you can make us 
a price that will give us a good margin for our labor as the competition is very 
strong here and it requires considerable labor and money to place a new product 
here no matter how much merit it possesses 

we shall be pleased to hear from you giving us your best terms 

yours truly 

dillworth bros co 
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Letter No. 49. 

pittsburg pa June 25 1912 
best food CO 

battle creek mich 
gentlemen 

your favor of June 21 at hand and noted we received the samples of best 
sent us June 11 and gave your goods a very thorough examination while you 
are manufacturing a very good article we do not see wherein there is sufficient 
merit to warrant us in stocking it as we are now handling a food product that is 
very satisfactory and would not care at present to further consider your proposition 
thanking you for the privilege of examining your goods and for your high 
regard for our business integrity and wishing you success with your product we 
are 

yours truly 

dillworth bros co 



CHAPTER VIII. 



LETTERS TO BE ARRANGED, PARAGRAPHED, CAPITALIZED AND 

PUNCTUATED. 

Each letter in this Chapter contains the address, salutation, body, and compliment- 
ary closing, in their order. The student is to supply the heading, by using the local city 
and state and current date, and also the signature. Put each letter in good form, prop- 
erly capitalize, punctuate, and paragraph. Use a signature that will be consistent with 
the letter. Where no other name is necessary the student should use his own name, 
either as the individual correspondent, or as the one properly authorized to sign for the 
firm or corporation. Each letter should be submitted to the teacher for inspection. After 
errors are checked the student should rewrite the letter as many times as i^ necessary, to 
get a copy that is approved as correct by the teacher. 

Letter No. 50. 

mr j b wheeler elmore ohio dear sir the diagram and claims of your fire alarm 

patent no 427833 appear in the June issue of this journal a copy of which has been mailed you a 
careful inspection of the paper is invited it will be found to be a clear full and practical exponent 
of the. interests it represents it is to be hoped that your subscription will be forwarded promptly and 
your advertisement in the near future correspondence is welcomed on every subject within the scope 
of the publication yours respectfully 

Letter No. 51. 

mr frank da vis walkerville ind dear sir your favor of the 5th enclosing con- 
tract for advertising in the arena and copy for the same duly received many thanks we are willing 
to accept payment quarterly but prefer to have your subscription to the magazine commence with 
the first number in which your advertisement appears we will however send you back numbers at 
twenty-five cents each trusting this will be satisfactory we remain yours very truly 

Letter No. 52. 

r f wood esq holden ark dear sir my agent mr lenox was in the office again 

to-day and says you will find him at home any evening after 5 o'clock which will allow abundant time 

to see the 8-acre place and return to b before dark he says the house is a good 7-room one 

located on high land with an excellent cellar the farm grows a large quantity of vegetables for mar- 
ket easily sold also considerable small fruit there is a good barn shed and hennery this place is ten 
minutes' walk from the station i advise your early visit to see it yours very truly 

. [68] 
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Letter No. 53* 

e b young esq 24 madison st toledo ohio dear sir the bond of carrie 1 denni- 

aon due feb 1 1907 has been extended for one year at six per cent the security is ample and the 
interest has always been paid promptly we enclose herewith the extension coupons which if satis- 
factory please attach to the bond if not satisfactory return the bonds and coupons and we will 
cash them or give you something else in exchange yours truly 

Letter No. 54. 

field hooker & robson detroit mich gentlemen yours of the 23d inst received 

and also your telegram of to-day we enter the order of mr niles for 170 tons of butler stove at 
$4.05 fob and have taken the schooner reuben eastman at $1.25 and discharging to load the same 
for consignment to messrs hatch & co bangor me we have taken today at $1.25 and discharging the 
schooner ellen n baxter to load 400 tons of free burning Wyoming stove for accotmt messrs hatch 
& CO Chelsea mass we are pleased to quote you silver brook chestnut at $4.10 fob and saltsburg 
run of mine at $3.75 fob yours truly 

Letter No. 55. 

smith & horton allentown pa gentlemen please ship us as soon as possible 20 

sacks 50 lbs ea a no 1 select maracaibo coffee 5 sacks 50 lbs ea Java blend coffee 5 sacks 25 lbs ea 
Java blend coffee and greatly" oblige very truly yours 

Letter No. 56. 

mr f j dark 28 monroe st Chicago ill dear sir we take pleasure in giving you 

the following prices 3-lb peaches all yellow $1.90 per doz tomatoes extra quality $1.05 per doz com 
griffin's standard .98 per doz corn superior choice grade 1.05 per doz com honey dew strictly fancy 
1.50 per doz apricots califomian 3-lb cans 1.90 per doz plums califomian 3-lb cans 1.90 per doz 
green gages park's 2-lb cans 1.25 per doz egg plums park's 2-lb cans 1.25 per doz pumpkin 3-lb 
.80 per doz gallon apples 2.75 per doz granulated sugar 6.95 per cwt other grades on same basis these 
goods are all f o b and we trust you will be able to send us an order we can give you prompt ship- 
ment on ever3rthing awaiting your further commands we are yours very truly 

Letter No. 57. 

the white lumber co bay city mich gentlemen we are in receipt of your favor 

of the 14th inst and would like you to quote us price on 1-16 sawed veneered quarter-sawed oak 
width 10 inches in bed-panel lengths we will soon be in the market yours tmly 

Letter No. 58. 

Jones fulton & co Cincinnati ohio gentlemen yours of the 19th at hand if yon 

will mail us check on the 26th as promised it will be all right on your order we send the velveteen 
and pc* each of hamilton cashmere by express as requested atlantic t cream cashmere we can only 
send in full pes — ^we cannot cut them we therefore do not send ^ pc yours respectfully 
'^pc, contraction for piece. 
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Letter No. 59. 

north & strong battle creek mich gentlemen from our large stock of air-dried 

maple and hard pine flooring consisting of over 30000000 feet we offer you the following bargains 
56000 ft sound knotted maple flooring planed one side and matched for $20 per thousand ft 14000 
ft sound knotted maple flooring planed one side and jointed for $20 per thousand ft 75000 ft sound 
knotted yellow pine flooring planed and matched c5r planed and jointed for $22 per thousand ft 40000 ft 
one face clear yellow pine flooring planed one side and matched for $25 per thousand ft 20000 ft one face 
clear yellow pine flooring planed one side and jointed for $25 per thousand ft all of the above lum- 
ber is dressed Ji of an inch thick we would like to have you send somebody to look this flooring 
over as we feel certain you would purchase one or more car-loads yours truly 

Letter No. 60. 

mr j b turner freeport ill dear sir yours of the 2d received and contents noted 

we sent you the empty bags some days ago and you have doubtless received them by this time the 
tags will also be forwarded at once we are in correspondence with the state chemist with regard to 
the hill & drill and the stockbridge manures and will let you know the decision soon it is not worth 
while for us to take out a license for these goods as so little will be sold and we think that they 
will give you permission to sell this lot provided we ship you no more trusting that matters are run- 
ning smoothly with you and that you will be able to sell all that we ship you we remain yours 
very truly 

Letter No. 61. 

the true blue hardware co iron ridge iowa gentlemen we will ship you at once 

the skates which you ordered in your letter of the 23d inst we notice that you have called for 
thirty pairs of 10-inch no 27 and also 50 pairs of 10-inch no 27 we have interpreted these speciflcations 
to be a mistake and shall send thirty pairs of 8^-inch and flfty pairs of 10-inch if we are not right 
in our inference please telegraph us and we will ship what you have actually ordered at once very 
respectfully yours 

Letter No. 62. 

mrs florence e smiley uniontown pa dear madam we learn that you are using 

a hanmiond typewriter and that you are contemplating an exchange perhaps for a new yost we 
beg to inform you that the new yost typewriter has recently been improved resulting in several new 
styles sample shipment of which we have just received we have little doubt that an examination 
and trial of the new yost would result in your adopting this machine we send under separate cover 
our illustrated catalog we would be glad either to sell you a machine outright or perhaps to make 
a reasonable offer for your hammond if you prefer to exchange should you desire to do so kindly 
send us a sample of the work of the machine together with its number from which we shall be 
able to determine its market value hoping to hear from you we remain yours respectfully 

Letter No. 6j. 

the remington typewriter co des moines iowa gentlemen we received today the 

dozen envelope guides for the no 4 machine and six more of the type bar lock cams such as you pre* 
viously sent us by mistake as we wrote you what we want is the type bar lock trip which jrou 
billed us we are returning eight of the cams by this mail and ask that you will mail us the trips at 
once as we are waiting to use them yours truly 
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Letter No. 64. 

j r wolcot esq Portland me dear sir i have occasional inquiries for passage on 

the Wilmington steamers both to Wilmington and georgetown we used to receive copies of these sail- 
ings regularly but of late have not had them won't you please see that i am supplied also please 
let me know on what basis the Wilmington ships take passengers as i understand it we charge $10 
to either Wilmington or georgetown and the passenger makes arrangements with the captain for meals 
if this is correct what price does the captain charge very truly 

Letter No. 65. 

John r traveler esq union square somerville mass we are in receipt of your letter 

of the 9th inst relative to household goods shipped from huntington mass for union square somer- 
ville mass our rate for a c 1 (carload) at estimated weight of 12000 lbs would be $24 from hunting- 
ton to boston or $27 to east Cambridge for half car or over but less than carload the rate to boston 
will be 25 cents per 100 lbs on the actual weight or it could be sent to east Cambridge at the same 
rate per 100 lbs with an additional charge of $5 to cover our grand junction service the fitchburg 
r r charge for switching from east Cambridge to union square somerville will be $5 for a c 1 or less 
if you decide to have the goods sent to east Cambridge i should advise taking delivery from our tracks 
there as the distance from there to union square is less than a mile goods to be sent at owner's risk 
released and charges prepaid if you send the goods direct to east Cambridge i must be advised 
before they go forward yours truly 

Letter No. 66. 

mr peter b quick marshall ill dear sir your communication of the 11th inst to 

treasurer r r simpson of dover has been referred to me for disposition referring to the invoice of 
august cargo of the schooner volunteer we had not reached the matter of the deduction of freight 
therefrom but should have discovered that through some oversight we had paid only 60 cents per ton 
whereas bill of lading called for 65 cents we will adjust the matter by changing your deduction from 
bill of august 29 of $770.25 to read $711 the amount paid thereby adding to your bill of $2224.10 
the $59.25 as requested yours very truly auditor 

Letter No. 67. 

the mutual fire insurance co pittsburg pa gentlemen in settling the loss by fire at 

the Jefferson zinc & iron co Philadelphia pa they make a claim of 25 cents a head for 50 automatic 
sprinkler heads to replace those which had been opened by fire i told them it was the custom of your 
company to furnish heads to replace those opened by fire and had stricken out the charge from 
their schedule on my second visit they told me they were charged 25 cents a head please inform 
me just what your custom is in cases of this kind they might not have understood they were to 
send the old heads to you with their order for new ones and it is possible that the mistake is due 
to this cause before paying the loss i should like to know definitely about this special case as well as 
for general information yours very truly 
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Letter No. 6& 

the globe fire insurance CO new york gentlemen at this date we have complied 

with mr barr's suggestions of last november as far as follows we have taken off the sheathing under 
the roof of no 3 picker building so that there are no concealed spaces we have put in automatic 
sprinklers all through that building and the passage-way leading from it to no 3 mill we have put 
automatic sprinklers into the second story and attic of repair shop we have put in a sprinkler 
service with open heads in dust room of no 1 picker with valves so placed as to be worked out- 
side of window we have placed fire doors at all openings between nos 4 and 5 mills including ele- 
vator well all dust flues from cloth room in no 4 have been replaced with metallic flues we have placed 
automatic sprinklers in back tower of no 2 and a large sprinkler head in upper story of front tower 
we have also followed mr barr's suggestion made last may and have put more fire-pails in no 5 we 
have on hand now all the heads and pipe necessary to complete the automatic system in no 1 mill 
and shall do it as soon as we can yours truly 

Letter No. 69. 

« 

the home protection CO trenton n j gentlemen will you kindly let me know 

what you are offering as a protection to the secondary wiring of a mill lighted through trans- 
formers to protect it from the high voltage primary current should the transformer break down i am 
aware that the modem transformer with its oil-filled case and excellent insulation has largely removed 
the trouble from break-downs but i fear that a possible danger still exists and should like something 
to protect secondary circuits where large amounts of property are at risk which would be endan- 
gered should the primary current get over on the secondary mains yours very truly 

Letter No. 70. 

p r handy esq millington md dear sir the above-named risk was visited as per 

assignment the present system or arrangement for lighting by electricity is not satisfactory it has 
however been in use for a number of years without accident and is probably as good as many others 
put in when the incandescent lamp began to be used current is supplied by two dynamos built 
by the remington company of ilion and having a capacity of 150 lamps each the switches and cut- 
outs on all wooden bases and the rheostats are in wooden boxes these are serious defects and not 
allowed in present practise it is understood however that a new plant will be put in this fall and 
the old one thrown out respectfully submitted inspector 

Letter No. 71. 

hon r v statesman eldon Vermont dear sir the deposit of a small percentage of 

your income with this society will enable you to continue a portion of that income to your family if 
they should be deprived of your support by death if you live it will yield you a handsome fund 
which except for this other incentive you might not accumulate the equitable's twenty-year tontine 
endowment policies maturing this year show a return to the policy holder himself of all premiums 
paid by him with interest at the rate of 7 per cent per annum besides the tontine form of assurance 
was devised by the equitable and no other company is able to show such profitable returns under 
any other form in making an investment which may be extended over a number of years care should 
be taken to find that the company which offers the greatest security as well as the prospect of 
largest profits the surplus of the equitable is now $25000000 if you will be good enough to fill up 
and return the enclosed blank i shall take pleasure in sending you an illustration showing the advan- 
tages of the equitable's latest and most liberal form of policy based upon the results of policies 
maturing during the year 1906 yours truly 
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Letter No. 73. 

James r stilson esq sec'y real insurance co brockport mo dear sir you will remem- 
ber that i sent you an application of John robinson for $10000 a few days ago he was rejected by 
our company but has since been taken by the equitable for the same amount dr warren whom our 
medical board probably knows examined him and found him a first-class risk he prefers our policy 
do you suppose that our company would issue him a five or ten thousand dollar policy under the 
circumstances i telegraphed you yesterday regarding french in salem he expects to leave monday 
afternoon on a western trip to be gone oVer a month i am anxious to deliver his policy before he 
goes and hope if there is anything you. can do to rush it along you will do it so i can deliver it and 
get paid for it before he leaves hoping to hear from you soon i am yours very truly 



Letter No. 73. 

James p fisher pres second national bank trenton alabama dear sir can we make 

a loan with your bank for $25000 in whole or part either on a time note or demand said note to 
be endorsed by messrs John pay son robert smith and james russell all of this city r f page and 
Joseph coffyn of salem mass and wm smith of our firm twenty-five thousand dollars of preferred 
stock of the concord land & water power co and 30000 of the common stock of the same company 
will be deposited as collateral our mr smith is a director of the concord land & water power co and 
called on you a few weeks ago kindly inform us as soon as convenient whether or not your bank 
can make this loan yours very truly 



Letter No. 74. 

r d calkins pres patrons bank wheatlield mich dear sir i have just had an offer 

of a house in everett on the following terms the price of the house is $2800 payable $200 down 
and $20 per month until paid the owners taking a mortgage on the property being a shareholder in 
your bank i write to ask you on what terms i could borrow a sufficient amount to pay cash down 
for the property hoping to hear from you at your earliest convenience i remain yours very truly 

Letter No. 75. 

rev t d morehouse pastor first m e church park view Wyoming dear sir yours 

of the lOth inst at hand this morning in response to your request we send you by this mail a copy 
of our illustrated catalog and now enclose a circular giving some of the reasons why our organs 
are to be preferred to others you do not state for what purpose you desire an organ — whether for 
church or residence — ^but if after looking through the catalog you will select the style you con- 
sider best adapted to your requirements we will be very much pleased to give you any further 
information regarding it we are represented in your city by messrs barker & gray and should you 
prefer dealing through them it would be all the same to us trusting at a very early date to receive 
the order we beg to remain yours respectfully 
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Letter No. 76. 

f g wilson chairman executive committee Jefferson ave m e church detroit mich 

dear sir we understand that you are thinking of purchasing an organ for your church at detroit 
and take pleasure in sending you a copy of our catalog and price list asking the favor of your con- 
sideration for the same it is not necessary for us to expatiate on the merits of our organs as you have 
already heard them but the fact that we are supplying from four to six churches per week with 
our instruments is ample evidence that they are pre-eminently suited for church work if you should 
desire further particulars regarding the organ we shall be very glad to have our traveler call upon 
you when next in your vicinity soliciting the favor of an early reply we are yours truly 



Letter No, 77. 

the farewell construction co grangers miss gentlemen i regret having been absent 

when your mr green called last Saturday but mr shaw to whom he gave the plans explained the sit- 
uation to me this morning i think that in building the tower and new building you should make 
the walls of the tower between the old mill and the tower and between the new building and the 
tower solid walls without any opening other than such as are necessary for the doorways at each 
story and these openings should be provided with Urst-class Rre doors it will also be well to have 
no window openings in the new building facing the old mill the openings can be built into the wall 
and bricked up with eight inches of brick-work so that in case of necessity in the future they could 
be opened at any time and provided with fire shutters it would also be well to provide the windows 
of the tower which face toward the passageway between the old and new building with inside shut- 
ters so that the tower itself would be well cut off from any exposure from the old mill in case of fire 
in that structure the proposed construction of your new building is excellent in every way and if 
the above suggestions are followed out everything will be satisfactory to the underwriters so far 
as the construction of the building is concerned very truly yours 



Letter No. 78. 

the advance pump CO rushland n c gentlemen yours of the 22d is received we 

have sent you 55 of the 21-inch wheels and 25 of the 24-inch wheels we have in our foundry now 
either in the sand or in the pickle several more wheels of each of these sizes which we expect to ship 
you on monday next we have instructed our molders to take all your patterns out of the sand to- 
night but as we are now able to produce your castings advantageously we trust you will premit us to 
renew the order soon how about the bases and weights we have about 25 bases and 50 or 60 
weights in the sand or in the acid and these too will be ready to ship on monday we should very 
much appreciate a further consignment of patterns for other sizes of your machine we feel sure 
that you will find our castings very satisfactory awaiting your further pleasure we remain yours 
truly 
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Letter No. 79. 

.the r g davis construction co williamstown ga gentlemen referring to yours of the 

22d inst we note that you have a customer who has a well 60 feet deep 350 feet from the boiler 
house and wishes to raise the water 130 feet high on an incline of 350 feet to the boiler house you say 
that you think the 4x6 engine with a 2^ cylinder will give your customer all the water he wants we would 
state that the 4x6 would cost you fifty per cent off the list fob battle creek the 2^ cylinder would cost 
you about $7 if double acting and $5.50 if single acting we ordinarily use a ^ or ^ gas pipe in the 
place of wooden rods therefore you could use the gas pipe and furnish it yourself also the couplings we 
can give you a very good boiler feed pump in the moore pattern 4 x 2>^ x 4 capable of handling this 
60-h p easily for $75 list sixty per cent off if you use this as a boiler feeder on the 25-foot lift we 
would recommend that you put on a check valve and strainer on the lower end of suction if either or 
both of the pumps we have here suggested will not do the work to your entire satisfaction you will be 
at liberty to return them to us and we will pay freight our terms of payment will be thirty days and at 
the end of that time if you prefer to keep the pumps you may send us the money if you prefer to keep 
the money you can return the pumps to us very truly yours 

Letter No. 80. 

brown & sterling engine co belding maine gentlemen we note what you say in 

yours of the 3d regarding the 15-horse compound coal-burning boilers and are sorry that you cannot 
ship more than the three on monday however please forward these by way of michigan central or 
in some way so they will be here on tuesday morning without fail and follow with more as soon 
as possible we notice also that you are sending two 20-horse simple boilers this you may do if it 
is necessary to make a minimum carload weight but we are not in need of them as far as the present 
requirements are concerned yours very truly 

Letter No. 81. 

j 1 Jackson d d wellman college midland ohio dear sir if you have not already 

examined our greek-english and english-greek dictionary we are anxious to have you do so invari- 
ably does it please those who examine it we hope you too will approve it is the only greek lexicon 
containing a complete english-greek part the greek-english part is liddell & scott's abridged last edi- 
tion the price is only $2 — ^just what the liddell & scott's alone has cost heretofore our dictionary has 
been adopted in many instances where some other often liddell & scott's separate had but recently 
been purchased we having made terms for exchange so favorable as to make it perfectly feasible 
to substitute our much-preferred work at a word from you we are willing to send at our expense a 
copy for examination return it also at our expense should you so desire or you may keep it at half 
the published price should you care to examine any others of our dictionaries classic series we will 
send samples on same terms we want you to see these books and we think you will be glad to examine 
them even if you are not in a position to introduce them in case you should introduce our dis- 
count for introduction is 20% and we prepay transportation charges on the first shipment if you 
honor us with a reply may we trouble you to mention this letter by date cordially yours p s — ^the 
enthusiastic and unsolicited commendations we have received see circular enclosed have often ex- 
ceeded even our own claims 
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Letter No. 81. 

..mr j b printer allenton col dear sir in reply to your inquiry we are pleased to 

herewith submit the following estimate on the eastern nations paper and press — plates furnished 5000 
copies $242.50 or .0485c per copy specifications number of pages 280 276 pp of text and 4 pages of 
ads no inserts stock 31x41 105 lb laid paper binding pamphlet style royal melton cover printed in 
three colors of ink and bronzed per copy 2 9-lOc cloth stamped in three colors of ink and gold 
embossed 10 3-4c per copy very truly yours 

Letter No. 83. 

mr m v preston jonesboro fla dear sir our mr paine states that you use rubber 

rings of various sizes and in two styles and buy ordinarily in lots of 500 to 2000 of each size and 
style at a time now we would like to make you a close price to furnish you with this class of 
goods in order to make a close estimate of cost will you be good enough to send us samples one of 
each size and style 18 in all and we will return them to you as soon as we can make estimate of 
cost and submit prices the writer understands that your mr eastman visits the city quite regularly 
almost every week it would afford us pleasure to have him call upon us and accept the hospitality 
of this store whenever he will make it convenient to come and see us the writer would be glad 
to make his acquaintance yours very truly 

• 

Letter No. &4. 

r p baldwin esq holden n m dear sir enclosed i hand you a claim against fred- 

erick vial the claim is absolutely good he has now in your city a valuable horse which we desire 
you to attach at once and we will procure the bonds necessary to protect our interests we shall sub- 
mit to no compromise in the matter and propose to have the claim settled in full very truly yours 



CHAPTER IX. 

EXERCISES IN FORMULATING LETTERS. 

Yota will carefully study the conditions given in the first of the following exer- 
cises. Then write the letter fulfilling all requirements and submit to your teacher for 
approval. When errors are checked rewrite and again hand to your teacher for inspec- 
tion. The second copy at least should be correct. If not, repeat the writing until your 
teacher approves of your letter as correct. Write letters for each of the succeeding 
requirements in their order until all have been correctly written and approved by your 
teacher. 

Letter No. 85. 

1. James White of Branson, Wis., owes you $9.64 for which you enclose itemized statement Mr. 
White is a good customer but has overlooked his account with you, and delayed payment a short 
time. Write him a letter accompanying the statement 

Letter No. 86. 

2. Your teacher has just told you of a position as bookkeeper that you may get if you properly 
qualify. Write an application. 

Letter No. 87. 

3. Write a letter enclosing a remittance to some one you owe and ask for a receipt 

Letter No. 88. 

4. James Brown of Wheeling, Ohio, writes to you inquiring about W. B. Smith who has applied 
to him for a position as clerk in his store. Mr. Smith formerly worked for you and you can recom- 
mend him fully. Write Mr. Brown a letter that will help Mr. Smith to get the position. 

Letter No. 89, 

5. Frank W. Walker of Elmore, Ind., owes you $24.25. To your statement sent to him ten days 
ago he made no reply. You think the account should be settled promptly. Write Mr. Walker ask- 
ing him to settle. 

Letter No. 90. 

6. Frank W. Walker still ignores your request for payment. Write him a more emphatic letter 
eight days after the previous one and insist upon prompt settlement 

[77] 
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Letter No. 91. 

7. Eight days later Frank W. Walker still withholds payment without explanation, and yon state 
to him that miless he remits within five days from the date of this letter you will place the account 
with your attorney for collection 

Letter No. 93. 

8. Write to your attorney enclosing an itemized statement of your account with F. W. Walker, 
and ask him to make collection at once. 

Letter No. 93- 

9. Write a letter to Marshall Field & Co., Chicago, ordering four grocery items, two articles of fur- 
niture, referring to catalog of June 6 and certain numbers in that catalog advertising what you have 
ordered. 

Letter No. 94. 

10. W. R. Miller has been in your employment for three years and has proven himself thoroughly relia- 
ble. He is going to move to another place and asks you for a letter of recommendation to assist him 
in getting work when he gets there. Write him as good a letter as you think he deserves. 

Letter No. 95. 

11. You have a building 14x28 that you want to move down the street four blocks and place on a 
lot you have recently rented. A. R. Jones of Grayling (your state) makes a business of moving build- 
ings. Write Mr. Jones stating to him just what you want, the conditions he will have to meet, and 
ask him about how much it will cost you to have the building moved. 

Letter No. 96. 

12. One thousand bushels of com which you sold to a customer is moldy and he has written to 
you making complaint, and asking you to make the matter right with him. Write him a letter and 
offer to do what you consider the fair thing in adjusting the matter. 

Letter No. 97. 

13. You are a general agent for the Bell Twine Binder. J. B. Conklin of Brewster, Ohio, has 
written you for a quotation on the machine. G. R. Davis is your traveling salesman, and is at Free- 
ling, near Brewster. Write Mr. Davis, telling him about Mr. Ccnklin's inquiry, and instruct him 
to see Mr. Conklin and make a sale if possible. As a last resort authorize him to make a special 
discount of 5% in order to secure the business. 

Letter No. 98. 

14. You are a stenographer of three years* experience, a graduate of a good business college, and have 
been regularly employed since your graduation. Write a letter to J. B. Browning, Sec. of the Full 
Weight Milling Co., applying for a position as his private secretary. 
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Letter No» 99. 

15. The U. S. Commission Co, has sent you an invoice for $586.27 for some goods recently 'shipped 
to you. On this invoice they have over-charged you $17.63. Write them a letter returning the 
invoice and calling their attention to the error. Ask them to send you corrected invoice. 

Letter No. 100. 

16. You wish to open an account with B. L. Perkins & Co., a wholesale jobbing house of Wabash, 
Ind. Write them a letter stating as much of your financial matters as you deem them entitled to, 
give them some good references, and also state in what quantities and how frequently you would 
want to purchase goods. Then ask them what terms they can quote you. 

Letter No. loi. 

17. J. F. Oliver is a prosperous retail grocer in Bedford, Ind. You are a wholesale grocer and want 
to win him as a customer. Write Mr. Oliver a letter calling attention to the reputation you have 
established during ten years of business, to the high grade of goods you handle, and to the close prices 
you can make him. Ask for a trial order. 

Letter No. loa. 

18. You owe S. M. Norton & Co., Orangeville, Mich., $493.28, which you are unable to pay at pres- 
ent They are quite insistent on a settlement and have written to you several times. You have replied 
to each letter, but have not sent them any money. Write them a letter expressing your regret 
at being unable to pay, and assure them you will soon be able to liquidate the account. Offer to give 
them your endorsed note or to do anything else you deem advisable under the circumstances. 

» 

Letter No. 103* 

10. Write a letter such as you would like to have your teacher write for you if he should be asked 
about your work while you have been in his school. 

Letter No. 104. 

20. Write a letter such as your teacher would be obliged to write if he were asked about your work, 
if you have been negligent, careless, indifferent and disagreeable. 



CHAPTER X. 

TELEGRAMS AND CABLEGRAMS. 

It very frequently happens that it is necessary to communicate with some one at a 
distance in the shortest time possible. While the mail service is excellent and the tele- 
phone is largely utilized for long distance communications, still there is a rapidly increas- 
ing business being done by the telegraph and cable lines. The charges of a telegraph or 
cable line are based upon the number of words sent and the distance the message goes. 
They are also governed by the amount of work required to get the message to its destina- 
tion. 

It is the custom of telegraph companies to charge a minimum amount, usually 25c., 
for ten words or less. Additional words are sent at an additional charge for each word. 

Owing to the fact that very much more business is done during the day time than at 
night, telegraph companies usually charge less for night service than for day service. The 
night messages are generally not delivered until the next morning. The time required to 
send a telegram varies' with conditions, although the passing of the message over the 
wire is practically instantaneous. 

The cost of sending cablegrams is determined by the number of words sent. The 
charge per word varies. It costs 25c. a word to send a cablegram from New York to 
London. It costs 31c. a word to send a message from Battle Creek to London or Paris 

Nine and one-half minutes was required to send a message around the world July 
4» 1903* from New York. This was the date on which the cable across the Pacific Ocean 
from San Francisco via the Hawaiian Islands, Guam, and Luzon was completed. Ordinar- 
ily it would require from two to four hours. 

In telegrams no charge is made for the address or signature unless the sender desires 
to have his street address included. 

Should the message be of such a nature that the sender would like to have it 
repeated by the operator who receives it to the one who sent it, so as to avoid any possible 
mistakes in transmission, the additional charge would be half the original cost. In count- 
ing the number of words in a telegram every individual figure, character, or initial letter is 
considered as one word. Hyphenated compound words are counted as two words. There 
are a few exceptions to the above rule. 

Because it is very expensive to send a telegram or cablegram much care should be 
exercised in the wording of the message so as to say plainly in as few words as possible 
what you wish to say. Because of the great expense involved in sending telegrams and 
cablegrams most of the large business institutions that do much communicating over the 
wires have codes established for the purpose of reducing the cost. These codes are also 
used when it is desirable to send a secret communication, as no one can read the message 

[80] 
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unless he has a key to the code used. There are some general codes in common use for 
the purpose of brevity, but a large number of institutions use private codes. As an example 
of what a code means the word content might mean, — I have secured the order. Aspire 
might mean, — Conditions are very favorable. 

In sending cablegrams a charge is made for name and address of the one to whom 
the message is sent, the same as for the message. 

In writing telegrams and cablegrams the salutation and complimentary closing should 
be omitted, although the capitalization and punctuation are governed by the rules of letter 
writing. Titles are always omitted. 

Suppose an agent wished to say to his principal, "I have sold your wheat, car num- 
ber 4382 for 91C. per bushel." He might telegraph him — Car number forty-three eighty- 
two sold ninety-one cents — and the principal would understand without doubt. If an agent 
wished to have twenty barrels of flour shipped to J. B. Wilson at Greenville, 111., at the 
earliest possible time, he might say — Rush twenty barrels flour Wilson, Greenville, 111., 
and the goods would go out promptly. The telegram should contain the necessary infor- 
mation in the fewest number of words. 

Observe carefully the following examples: 

You are a salesman and have been sent to Bradley, Maine, to close a deal. As soon 
as the business is finished you send a telegram saying: Arrived Bradley this morning. 
Deal closed satisfactorily. See letter, — ^and immediately write them the full particulars. 

A customer wires an order for forty outfits of the Complete Tablet Course in 
Bookkeeping to be sent by express at once. The telegram should read : Express forty 
outfits Complete Tablet Course. Rush. 

Write telegrams of not more than ten words for the following: 

1. Order of the Ellis Publishing Co., Battle Creek, Mich., one hundred copies of 
their Practical Law to be sent by American Express at once. 

2. The train on which you were riding last Saturday collided with another train, 
and many people were injured and some killed. Write a telegram to your father telling him 
that you are all right. 

3. You are an agent of Duplex Printing Press Co., Battle Creek, Mich., and need 
the services of Expert Beckman immediately to repair a press at Logansport, Ind. Wire the 
house to send Mr. Beckman at once and meet you at the Grand Hotel. 

4. You have been offered a position as bookkeeper in the ofiice of the Richmond & 
Backus Co., Detroit, Mich., to begin at once. Wire your answer without delay. 

5. Send a telegram to the one from whom you ordered your last bill of goods, 
stating that the goods have not arrived and asking that the goods be traced. 

6. Send a telegram to some one who owes you, asking him if you may draw on him 
for the amount due. 

[6] 
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7. You have received a rush order for Mdse. from J. B. White, Ironton, Ohia 
Send him a telegram stating that the goods were shipped this morning, and that you will 
have them traced. 

8. Send a telegram to some friend whom you expect to visit, stating that you will 
arrive there at 2:30 p. m. on the next day. 

9. You are a traveling salesman for Swift & Co., Chicago. Your route has been 
outlined for you. Wire the house, saying you have completed your work and ask for 
orders. 

10. You are an assistant to your teacher but have been delayed so you cannot 
arrive in proper time. Wire him of the delay and tell him when you will arrive. 

11. You are a traveling salesman for a wholesale house in Chicago. At Columbus, 
Ohio, you find that you are running short of money. Wire your house to send you twenty- 
five dollars to Dayton, Ohio, on the following day. 



CHAPTER XI. 

POSTAL SERVICE. 

Classification of Domestic Mail Matter. 

All domestic mail matter is divided into four classes. The first class includes all 
written matter, all matter closed against inspection, and all matter, though printed, which 
has the nature of actual and personal correspondence, except that certain writing or print- 
ing may be placed upon matter of the second, third, and fourth classes without increasing 
the rate. 

The second class includes all newspapers and periodicals which bear the authorized 
statement: "Entered at the post-office as second-class mail matter." 

The third class includes all printed matter upon paper not having the nature of ac- 
tual, personal correspondence, except newspapers and periodicals bearing the statement: 
"Entered at the post-office as second-class matter." 

The fourth class includes all merchandise and all other matter not comprehended in 
the first, second, and third classes. 

Matter of a higher class enclosed with matter of a lower class subjects the whole 
package to the higher rate. 

Domestic mail matter includes all matter deposited in the mails for local delivery or 
for transmission from one place to another within the United States, or to or from posses- 
sions of the United States. 

Porto Rico and Hawaii are included in the term "United States." The Philippine 
Archipelago, Guam, Tutuila (including all adjacent islands of the Samoan group which are 
possessions of the United States), and the Canal Zone are included in the term "Possessions 
of the United States." The term "Canal Zone" includes all the territory purchased from 
Panama, embracing the "Canal Zone" proper and the islands in the Bay of Panama named 
Perico, Naos, Culebra, and Flamenco. 

Domestic rates of postage also apply to mail matter sent from the United States to 
Canada, Mexico, Cuba, and the United States Postal agency at Shanghai, China. 

Classification and Postage Rates. 

The postage rate on first class matter is 2 cents for each ounce or fraction. Limit of 
weight 4 pounds. United States postal cards i cent each; post cards i cent each. The 
first class matter includes letters, United States postal cards, post cards manufactured by 
private persons, all matter sealed or otherwise closed against inspection, and all matter 
wholly or partly in writing, whether sealed or unsealed. 

[88] 
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Typewriting and carbon and letterpress copies thereof are written matter, and subject 
to the first class rate. A printed communication having the character of actual personal 
correspondence is regarded as a letter. 

On second class matter the rate is i cent for each 4 ounces or fraction, full prepay- 
ment required, no limit of weight. 

A special provision is made whereby publishers or news agents may secure a 
different rate of postage on second class matter by application to the postofiice department. 

On third class matter, unsealed, the rate is i cent for each 2 ounces or fraction, full 
prepa3rment required, limit of weight 4 pounds, except it be a single book. 

On fourth class matter the rate is i cent for each ounce or fraction, except seeds, 
bulbs, roots, scions, and plants. 

Prepayment of Postage. 

Postage on all domestic mail matter must be prepaid in full at the time of mailing 
by stamps affixed, except as follows: 

(a) Letters of United States soldiers, sailors, and marines when marked "Soldier's 
letter," "Sailor's letter," or "Marine's letter," as the case may be, and signed thereunder 
by a commissioned officer with his name and official designation. 

(b) A letter bearing only a special-delivery stamp. This provision applies to spe- 
cial-delivery letters only. 

(c) First-class matter, prepaid one full rate, 2 cents. 

In each of the above cases the matter will be forwarded to destinations and the 
unpaid postage collected on delivery at single rates only. 

(d) Matter of the third and fourth classes mailed in quantities of not less than 
2,000 identical pieces upon which postage is paid in money. For information concerning 
the regulations governing such mailings inquiry should be made of the postmaster. 

Postage-due stamps, internal-revenue stamps, or embossed stamps cut from stamped 
envelopes, or stamps cut from postal cards will not be accepted in payment of postage. 

Drop Letters. 

1. A "drop" letter is one addressed for delivery at the office where mailed. 

2. Drop letters mailed at letter-carrier offices, or at offices which are not letter- 
carrier offices if rural free delivery has been established and the persons addressed can 
be served by rural free delivery carriers, are subject to postage at the rate of 2 cents for 
each ounce or fraction thereof. 

3. When mailed for delivery at post-dffice where the letter-carrier service is not 
established, or at offices where the patrons cannot be served by rural free-delivery car- 
riers, the rate is i cent for each ounce or fraction thereof. 

4. There is no drop rate on mail matter other than letters. 
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5. A request upon a drop letter for its return to the writer at some other post- 
office, if unclaimed, cannot be respected unless it has been prepaid with one full rate (two 
cents) of postage. 

6. Letters mailed at a post-office for delivery to patrons thereof by star route carrier, 
and those deposited for mailing in boxes along a star route for collection by such carrier, 
are subject to postage at the rate of 2 cents an ounce or fraction thereof. 

United States Postal Cards. 

1. United States Government postal cards are entitled to all the privileges of letters, 
except that of return to the sender when undeliverable. 

2. They must not bear any printing or writing on the address side other than the 
name and address of the addressee and such ordinary index marks as the sender may employ 
to identify the correspondent. 

3. The address may be written or printed, or by an address label not exceeding 
three-fourths of an inch by 2 inches in size. A similar address label may be pasted to 
the message side. The words "To be called for," or any proper description of the person 
addressed (not in the nature of an advertisement), are regarded as part of the address. 

4. Any matter, except as above, on the address side of a postal card, or any mutil- 
ation thereof by splitting, cutting, defacing, enameling, bronzing, or pasting any matter to 
either the address or message side renders the stamp impressed thereon valueless. Postal 
cards so mutilated when mailed must be prepaid by stamps affixed as follows : If the mes- 
sage be wholly or partly in writing, 2 cents ; wholly in print, i cent. 

5. A postal card with a statement of account written thereon, or a legal notice that 
taxes are due, or about to become due, may be transmitted in the mails when such state- 
ment or notice does not contain anything reflecting injuriously upon the conduct or char- 
acter of a person, or threat of any kind, or any other matter forbidden by law. 

6. Postmasters are authorized to redeem, in postage stamps or other stamped paper 
only, and from the original purchasers, unused, uncancelled, and unserviceable postal cards 
^* 75 P^r cent of their face value. Parts or pieces of postal cards are not redeemable. 
When the redemption value of the cards includes the fraction of a cent such fraction will 
accrue to the Department. 

7. Each unused half of a "reply" postal card will be regarded as one single card. 

8. Remailed postal cards wholly or partly in writing are subject to a new pre- 
payment of 2 cents postage. 

Post Cards (Private Mailing Cards.) 

Any cards issued by private persons bearing on the address side the words "United 
States," or "United States of America," in similitude of the regular United States Postal 
Cards, are unmailable at any rate of postage. 
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1. Post cards manufactured by private parties bearing either written or printed 
;nessages are transmissible in t!he domestic mails prepaid i cent, and in the mails of the 
Postal Union prepaid 2 cents each, by stamps affixed, when they conform to the follow- 
ing conditions: 

2. Each card must be an unfolded piece of cardboard substantially of the quality 
and weight of paper used in the Government postal card and must not be larger in size 
than 3%e by 5%o inches, nor smaller than 2% by 4 inches. 

3. The cards may be of any color which does not interfere with a legible address 
and postmark. Each card must bear the words "Post Card" at the top of the address 
side, unobstructed by any other matter; said words to be placed thereon in conspicuous 
letters in such manner as not to interfere with a perfectly distinct address and postmark. 

4. Very thin pieces of paper may be attached to them on condition that they com- 
pletely adhere to the card. Cards bearing particles of glass, metal, mica, sand, tinsel or 
other similar substances will not be accepted for mailing except when enclosed in en- 
velopes. 

5. Advertisements and illustrations in any color may be printed upon either or both 
sides of a post card, but the same when on the face must not interfere with a perfectly dis- 
tinct address and postmark. 

6. Post cards prepared by printers for sale should bear in the upper right-hand 
comer of the face in an oblong diagram the words, "Place postage stamp here," and 
across the bottom the words, "This side for the address." 

7. Cards bearing the words "Post Card," but which do not conform to the condi- 
tions mentioned, are chargeable with postage according to the character of the message — 
at the letter rate if wholly or partlv in writing or the third-class rate if entirely in print. 

8. A single hole, not exceeding i^a of an inch in diameter may be punched for 
filing purposes in post cards conforming to the above conditions. 

9. Post cards may be remailed to the same address upon a new prepayment of 
one cent postage. 

10. Folded advertising cards and other matter entirely in print, arranged with a 
detachable part bearing on the inner side the words "Post Card" and intended to be used 
as such in making reply, are mailable as third-class matter. 

Unmailable Matter* 

Unmailable domestic matter ; that is, matter which is prohibited admission to the mails 
under any circumstances, includes: 

1. All matter illegibly, incorrectly, or insufficiently addressed. 

2. All transient second-class matter and all matter of the third and fourth classes 
not wholly prepaid; and letters and other first-class matter not prepaid one full rate — 2 
cents. 
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3. All first-class, third-class (except a single book), and fourth-class matter 
weighing over 4 pounds. 

4. All matter harmful in its nature, as poisons, explosive or inflammable articles, 
live or dead (but not stuffed) animals and reptiles, fruits or vegetables liable to decompo- 
sition, guano, or any article exhaling a bad odor, vinous, spirituous or malt liquors, and 
liquids liable to explosion, spontaneous combustion, or ignition by shock or jar, such as 
kerosene oil, naptha, benzine, etc. 

5. All obscene, lewd, or lascivious matter, and every article or thing intended, de- 
signed, or adapted for any indecent or immoral purpose, or for the prevention of concep- 
tion or procuring abortion. 

6. All matter bearing upon the outside cover or wrapper or upon its face any 
delineations, epithets, terms, or language of an indecent, lewd, lascivious, obscene, libel- 
ous, scurrilous, defamatory, or threatening character, or calculated by the terms or manner 
or style of display, and obviously intended to reflect injuriously upon the character of 
another. 

7. All matter concerning any lottery, so called gift concert, or other enterprise 
of chance, or concerning schemes devised for the purpose of obtaining money or property 
under false pretenses. 

Delivery of Mail Matter. 

1. The delivery of letters is controlled by rules and regulations of the Post Office 
Department; the object of which is to insure and facilitate such delivery to the persons 
for whom the letters are intended. In the case of registered letters, the persons applying 
for them, if not known, will be required to prove their identity. 

2. When a letter arrives at a post-office addressed to one person in the care of an- 
other, and the postmaster has received no instructions from the person for whom it is in- 
tended, it is his duty to deliver it to the first of the two persons named in the address who 
may call for it. 

3. Parents or guardian may control the delivery of mail addressed to minors, ex- 
cept when they do not depend upon parent or guardian for support. * 

Special Delivery. 

1. A special-delivery stamp, in addition to the lawful postage, secures the immedi- 
ate delivery of any piece of mail matter at any United States post-office within the letter- 
carrier limits of free-delivery offices and within a i-mile limit of any other post-office. 

2. Special delivery can be effected only by the use of the special delivery stamp. 

3. Hours of delivery : From 7 A. M. to 11 P. M. at all free-delivery offices, and 
from 7 A. M. to 7 P. M. at all other offices, or until after the arrival of the last mail at 
night, provided that be not later than 9 P. M. Special-delivery mail must be delivered on 
Sundays as well as on other days, if post-office is open on Sundays. 



88 ELLIS BUSINESS CORRESPONDENCE. 

4. If special-delivery matter fails of delivery because there is no person at the place 
of address to receive it, the matter is returned to the post-office and delivered in the 
ordinary mail. 

5. Special-delivery matter may be forwarded, but it is not entitled to special delivery 
at the second office of address unless forwarded on a general forwarding request before 
attempt at delivery has been made at the post-office of original address. 

6. A special-delivery stamp does not give a piece of mail matter any other security 
than that given to ordinary mail matter. 

7. Rural letter carriers are required to deliver special-delivery mail to the resi- 
dences of patrons of their routes if they live within i mile of the routes. Special-delivery 
matter addressed to patrons of rural free delivery who reside more than i mile from the 
routes will be placed in the box of the addressee in the same manner as ordinary mail. 

Forwarding Mail Matter. 

I. First-class matter only can be forwarded from one post-office to another without 
a new prepayment of postage. This includes letters and other first-class matter prepaid 
one full rate (2 cents), parcels fully prepaid at the first-class rate, postal cards, postcards 
(private mailing cards), and official matter. 

Registry System. 

1. Registered mails reach every post-office in the world. The system insures the 
safe transit and correct delivery. 

2. In case of loss, the sender or owner of a registered article prepaid at the letter 
rate of postage, mailed at, and addressed to, a United States post-office, is indemnified 
for its value up to $25. 

3. Valuable letters and parcels, and those which the sender wishes positively to 
know have been correctly delivered, should be registered. 

The registry fee is 8 cents for each separate letter or parcel, in addition to the post- 
age, both to be fully prepaid with postage stamps attached to the letter or parcel. 

4. Any piece of mail matter may be registered at any post-office or station thereof,, 
and by any rural free-delivery carriers. In residential districts of cities, letters and pack- 
ages of first-class matter that are not cumbersome on account of size, shape, or weight, 
can be registered by letter-carriers at the house door as safely as if brought to the post- 
office. 

5. In order to have a letter or parcel r^^stered it is necessary merely to have it 
properly prepared, addressed, and stamped, and the name and address of the sender written 
or printed on it. It should be handed to the postmaster, clerk, or carrier, who will write out 
a registration receipt for the sender. 
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The Advantages of Regbtering Mail Matter. 

1. A receipt is given to the sender for every piece registered. 

2. A second receipt from the addressee or his authorized agent, acknowledging 
delivery, is returned to the sender in every case without extra charge. This receipt is, 
under the law, prima facie evidence of delivery. 

Note. — If the article is addressed to a foreign country no receipt from the addressee 
is returned to the sender unless the words "Return Receipt Demanded" are written or 
stamped across the face of the letter or parcel. 

3. Registered mail is handled under special conditions and by bonded employees, 
and such matter is the object of extraordinary care from the moment it is registered. A 
complete chain of records and receipts from the point of mailing to the point of delivery 
enables the accurate tracing of every piece of registered mail. 

4. In case of loss of a valuable registered letter (or package prepaid at the letter 
rate) the sender should make application for indemnity to the postmaster at the office 
where the piece was mailed. The postmaster will furnish a blank form for that purpose. 

Rules of the Registry Service. 

1. Registered mail is deliverable only to the addressee or upon his written order. 
The sender may, however, restrict delivery to the addressee in person by endorsing upon 
the envelope or wrapper the words "Deliver to addressee only." The words "Personal" 
or "Private" do not so restrict delivery. Persons applying for registered mail, if unknown, 
will be required to prove their identity. 

2. Registered mail will be forwarded upon the written or telegraphic order of 
the addressee — ^first-class matter immediately and without extra charge; other matter upon 
prepayment of the postage chargeable by law for forwarding. No additional registry 
fee is chargeable for forwarding or returning registered matter. 

3. Undelivered registered mail is returned to the sender's address after thirty 
days, or such other period as may be specified in a return request on the envelope or wrap- 
per. First-class matter is returned without extra charge; other matter upon prepayment 
of the return postage. 

4. When the sender of registered mail desires to reclaim or recall it, at any time 
before its delivery, application for this purpose must be made to the mailing postmaster. 

Postal Money-Order System. 

A post-office money-order is used for transferring money through the post-office de- 
partment, and is purchasable at any regular post-office, where upon the payment of the sum 
to be sent and of the small fee exacted, a money-order will be drawn for any desired 
amount not to exceed $ioo, payable at any money-order office in the United States 
designated by the applicant. 
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In order to obtain a money-order an application form furnished free of charge must 
be first presented at the money-order branch of the post-office where the money-order is 
purchased. 

At all of the larger post-offices, those of the first, second, and third classes, and at 
many of the smaller ones, international money orders may also be obtained, payable in 
almost any part of the world. 

Identification. — ^The person who presents an order for payment must be prepared to 
prove his identity. In case of payment to the wrong person the Department will see that 
the amount is made good to the owner, provided the wrong payment was not brought about 
through fault on the part of remitter, payee, or indorsee. 

Power of attorney. — ^A money-order may be paid upon a written order of power of 
attorney from the payee, as well as upon his endorsement. 

Indorsements. — More than one endorsement on a money-order is prohibited by law. 
One or more additional names, however, may be written upon the back of orders for pur- 
pose of identification of payee, or guaranty of genuineness of signature of the payee or 
endorsee. But if the holder is the second or any subsequent endorsee, to obtain the amount 
he must surrender the order and make application for a duplicate or a warrant to be issued 
in place thereof by the Department. The stamp impressions which banks ordinarily place 
upon money-orders left with or sent to them for collection are not regarded as indorse- 
ments transferring ownership of the orders or within the meaning of the statute which pro- 
hibits more than one endorsement. 

Repayment. — ^A domestic order may be repaid at the office of issue within one year 
from the last day of the month of its issue. 

Invalid orders. — An order which has not been paid or repaid within one year from 
the last day of the month of its issue is invalid and not payable. The owner, however, 
may obtain payment of the amount thereof by making application, through the postmaster 
at any money-order office, to the Department, for a warrant for the said amount. The 
invalid order, if in the owner's possession, must be forwarded with the application. 

Lost orders. — In all cases of lost orders the remitter, payee, or indorsee may make 
application, through either the office at which the original was issued or the office on 
which the original was drawn, for a duplicate to be issued in lieu thereof. 

No charge is made for the issue of a duplicate order, nor for the issue of a warrant 
for the amount of an invalid order. 

Miscellaneous Items. 

Address. — Mail matter should be addressed legibly and completely. The name of 
the addressee, the post-office, and the State must be given. If the addressee resides in a 
city having free delivery, the house number and street, or the post-office box, if known, 
should be given. If the addressee resides on a rural free-delivery route, the number of 
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the route, if known, should be given. If the matter is intended for delivery through the 
general delivery at the post-office, the words "General Delivery" should be added. 

To secure return in case of non-delivery because of misdirection, insufficient pay- 
ment of postage, or other causes, the sender's name should be written or printed in the 
upper left-hand comer of the mail matter. 

Postage stamps should be placed upon the upper right-hand corner of the address 
side of all mail matter, care being taken that they are securely affixed. 

Advertised letters. — All mail matter advertised as non-delivered is subject by law to 
a charge of i cent in addition to the regular postage. 

Complaints. — ^All complaints regarding the service should be addressed to the post- 
master, and whenever possible they should be accompanied with the envelope or wrapper 
of the piece of mail matter to which the complaint refers. Complaints in general should 
likewise be addressed to the postmaster; but when that course is manifestly improper 
under the circumstances, they should be addressed to the Postmaster-General, Washing- 
ton, D. C. 

Concealed matter. — For knowingly concealing or inclosing any matter of a higher 
class in that of a lower class, and depositing or causing the same to be deposited for con- 
veyance by mail at a less rate than would be charged for both such higher and lower class, 
the offender will be liable for every such offense to a fine of $io. 

Currency. — Postmasters are not required to accept as payment for postage stamps, 
etc., any currency which may be so mutilated as to be uncurrent or as to render its genu- 
ineness doubtful. Nor are they required to receive more than 25 cents in copper or nickel 
coins in any one pa)rment, nor to affix stamps to letters, nor to make change, except as a 
matter of courtesy. They must not give credit for postage. 

Dead Letters. — All inquiries relative to mail matter known to have been sent to the 
Dead-Letter Office should be addressed to the First Assistant Postmaster-General, Dead- 
Letter Office ; and in such cases the letter of inquiry must state to whom and what post- 
office the article was addressed, and give the name and full address of the writer or 
sender, the date and place of mailing, and a brief description of the contents. If it is known 
when the missing matter was sent to the Dead-Letter Office, the date and the reason for 
sending should be given. If registered, the registry number should be furnished. 

Hotel matter — ^that is, matter addressed for delivery at hotels — should be returned to 
the post-office as soon as it is evident that it will not be claimed. Proprietors of hotels, 
officers of clubs, and boards of trade, or exchanges should not hold unclaimed letters 
longer than ten days, except at the request of the person addressed, and should redirect 
them for forwarding if the present address is known; otherwise they should be returned 
to the post-office. 

Proprietors of hotels should omit the return requests from envelopes supplied gra- 
tuitously to their guests, and persons using such envelopes should be careful to designate 
what disposition should be made thereof in case they cannot be delivered. 
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List of names. — Postmasters are forbidden to furnish lists of names of persons re- 
ceiving mail at their post-offices. 

Lost mail, — ^All inquiries by the public relative to lost or missing mail matter of 
every description, either foreign or domestic, ordinary or registered, should be addressed 
to the postmaster, who will forward the complaint to the proper officer of the Department. 
An early report is advised, as the chance of recovery is thereby increased. 

Mutilated currency addressed to the Treasurer of the United States for redemption 
may be registered free, when the package is presented at the post-office before sealing and 
certain conditions (which will be made known by the postmaster) are there complied with, 
but the postage thereon must be prepaid at letter rates. 

Overcharges. — Postmasters cannot remit supposed overcharges on mail matter. In 
case of dispute, the person to whom the matter is addressed should deposit the extra post- 
age in money with the postmaster, taking a receipt therefor. If upon investigation by the 
Department it is found that the extra postage is not properly chargeable, the postmaster 
will be directed to refund the deposit. 

Periodical publications. — ^The Post-Office Department does not determine questions 
regarding the liability of a subscriber for the subscription price of a publication. Publi- 
cations for which the addressee is not a subscriber, and which are not desired, may be' 
refused and not removed. from the post-office. 

A subscriber to a publication should promptly notify the publisher of any change in 
his address. 

Public letter boxes. — ^The malicious injury or destruction of any letter box or other 
receptacle established by the Postmaster-General for the receipt or delivery of mail matter, 
or the wilful theft, destruction, or defacement of any matter contained in such box or 
receptacle is a penal offense, for which the offender is liable to a fine of not more than 
$i,ooo, or imprisonment for not more than three years. 

Transient letters. — Letters addressed to persons temporarily sojourning in a city 
where the free-delivery system is in operation should be marked "Transient" or "General 
Delivery," if not addressed to a street and number or some other designated place of de- 
livery. 



CX>MMBRCIAL CHARACTERS. 



At @ 

Account % 

Percentum or by the hundred % 

Care of */o 

Cents ^ 

Dollars $ 

Pounds Sterling £ 

Number # 



Pounds # 

Checkmark 1/ 

Old account O ^ 

New account "S f^ 

Three and one-fourth 31 

Eight and two-fourths 3a 

Five and three-fourths 58 



ABBREVIATIONS OF TITLES. 



Administrator 

Admiral 

Corresponding Secretary 

Cashier 

Colonel 

Captain 

Doctor of Divinity 

Doctor of Medicine 

Doctor of Philosophy 

Doctor of Civil Law 

Doctor of Laws 

Esquire 

General 

Gentlemen 

Governor 

Honorable 



Admr. 
Adm. 
Cor. Sec, 
Cash. 
Col. 
Capt 
D. D. 
M. D. 
Ph. D. 
D. C L 
I.. L. D. 
Esq. 
Gen. 
Messrs. 
Gov. 
Hon. 



Librarian Lib. 

Lieutenant Lieut 

Member of Congress M. C. 

Member of Parliament M. P. 

Mistress Mrs. 

Mister Mr. 

Professor Prol 

Principal Prin. 

President Pres. 

Reverend Rev. 

Right Honorable Rt Hon. 

Recording Secretary Rec. Sec 

Secretary Sec. 

Superintendent Supt. 

Treasurer Treas. 

Vice President V. Pres'L 



ABBREVIATIONS OF THE STATES AND TERRITORIES. 
As Recommended by the Post Office Department. 



Alabama Ala. 

Alaska Alaska 

Arizona Ariz. 

Arkansas Ark. 

California CaL 

Colorado Colo. 

Connecticut Conn. 

Delaware Del 

District of Columbia D. C 

Florida Fla. 

Georgia Ga. 

Idaho Idaho 

Illinois 111. 

Indiana Ind. 

Iowa Iowa 



Kansas Kans. 

Kentucky Ky. 

Louisiana La. 

Maine Maine 

Maryland Md. 

Massachusetts Mass. 

Michigan Mich. 

Minnesota Minn. 

Mississippi Miss. 

Missouri Mo. 

Montana Mont. 

Nebraska Nebr. 

Nevada Nev. 

New Hampshire N. H. 

New Jersey N. J. 
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New Mexico N. Mex. 

New York N. Y. 

North Carolina N. C. 

North Dakota N. Dak. 

Ohio Ohio 

Oklahoma Okla. 

Oregon Ore. 

Pennsylvania -. Pa. 

Philippine Islands P. I. 

Porto Rico P. R. 

Rhode Island R. L 

Samoa Samoa 



South Carolina S. C 

South Dakota S. Dak. 

Tennessee Tenn. 

Texas Tex. 

Utah Utah 

Vermont Vt 

Virginia Va. 

Washington Wash. 

Wisconsin Wis. 

West Virginia W. Va. 

Wyoming Wyo. 



ABBREVIATIONS FOR THE MONTHS. 



January Jan. 

February Feb. 

March Mch. 

April Apr. 

May '. May 

June June or Jun. 



July July or Jul 

August Aug, 

September Sept 

October Oct 

November Nov. 

December Dec. 



COMMERCIAL ABBREVIATIONS. 



Afternoon P. M. 

Acceptance acc'c 

Adventure adv. 

Advertisement ad. 

Account acct. 

Account Sales Acct. Sales. 

Account Current Acct " Cur. 

Agent Agt. 

Amount amt 

Article Art 

Assistant Asst. 

Average av. 

Assorted asst. or as'd. 

Agreement agm't. 

Appendix App. 

Attorney Atty. 

All Correct O. K 

And so forth etc. or ftc 

By Per 

Balance Bal. 

Bill Rendered B. Rend. 

Bill of Sale B/S 

Buyers option to purchase with- 
in 30 days B. 30 



Bill Book B. B. 

Between calls B. C 

Barrel BrL 

Bill of Lading B/L 

Bills Payable B. Pay. 

Bills Receivable B. Rec 

Bank Bk. 

Bank Book Bk. B. 

Black Blk. 

Bag Bg. 

Bundle Bdl. 

Bale Bl. 

Basket Bkt. 

Bought Bot 

Brought Brot 

By the hundred per cent 

Buyers Option B. O. or b. o. 

Bushel Bu. 

Box Bx. 

Boards (B'kbinding) Bds. 

By way of via. 

Building Bldg. 

Capital Cap. 

Cases cs. 
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G)mmission 7 ^ 

^ . . ^Com. 

Commercial J 

Consignment Con. or Cons't 

Creditor or crate Cr. 

Cents cts. or c 

Cartage '. . .ctg. 

Charges Chgs. 

Collect on delivery C. O. D. 

Copper cop. 

Department Dep*t. 

Day Book D. B. 

Deposit dep. 

Draft dft. or dr. 

Dividend Div. 

Discount Dis. 

Dozen doz. 

Debtor Dr. 

Drayage dray. 

Days ds. 

Day da. 

Dram dr. 

Each ea. 

Errors excepted E. E. 

Errors and omissions excepted. .. E. & O. K 

Endorse end. 

English Eng. 

Entry Ent. 

Entered EntU 

Exchange Exch. 

Expense or Expenses Exp. 

Express ; Example Ex. 

For example e. g. 

Figure Fig. 

Forenoon A. M. 

Favor Fav. 

Foolscap F cp. 

Figured Fig'd. 

Firkin fit. 

Free on Board f . o. b. 

Folio Fol. 

Forward Fwd. 

French or Francs Fr. 

Freight f rt. 

Feet or foot ft. 

Gallon gal. 

Grain ^r. 

Guarantee guar. 

Gill gi. 



Gross gro. 

Great gross g gro. 

Half hf. 

Hogshead hhd. 

Handkerchief hdkf. 

Hundred hund. or C 

Htmdredweight cwt 

Invoice Book 1 B. 

Inward Invoice Book I. I. B. 

That is i. e. 

Inches in. 

Invoice inv. 

Inventory Inv'y. 

Insurance Ins. 

Insolvency Insol. 

Interest Int. 

X owe you ...••..■....■..■■.■•..x. vj. LJ* 

Imported imp. 

Instant (the present month) inst 

Junior Jr. 

Journal Folio T. F. 

Journal J 

Letter Book L. B. 

Ledger L 

Ledger Folio L. F. 

Long ton 1. 1. 

Limited Ltd. 

Last month ult. 

Manufactured mPd, 

Memorandum Mem. 

Mortgage Mtg. 

Month Mo. 

Months Mos. 

Manufacturing mfg. 

Manufacturer man'f. 

Merchandise Mdse. 

Manuscript MS. 

Manuscripts MSS. 

Minute min. 

Molasses mols. or mis. 

Mail Order Department M. O. D. 

Note Book N. B. 

New Ledger N. L. 

Number No. or # 

Numbers Nos. 

Notary Public N. P. 

Next Month prox. 

Namely viz. 
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Old Accotmt O. A. 

Outward Invoice Book O. I. B. 

Ounce or ounces oz. 

Present month inst 

Page p. 

Pages pp. 

Pass Book P. B. 

Pay on delivery P. O. D. 

Petty Cash Book P C B. 

Payment Payt 

Piece Pc 

Pieces Pes. 

Paid Pd. 

Package Pkg. 

Preferred Prel 

Pair pr. 

Postscript P. S. 

Pint pt 

Puncheon Pun. 

Profit and Loss P. & L. 

Postoffice P. O. 

Peck pk. 

Pound lb. or # 

Pence d. 

Proximo prox. 

Quart qt 

Quarter qr. 

Railway Ry. 

Regular Way or Rail Way R W. 

Rail Road R. R. 

Railroad bonds R. Bds. 

Receiver Rec'r. 

Received Payment Rec'd Pmt 

Rolls Rs. or rls. 

Received Rec'd. 

Returned Ret'd. 

Registered Reg. 

Sales Book S. R 



Shillings s 

Schooner Schr. 

Ship or shares Sh. 

Shipment Shipt 

Signature sig. 

Sack sk. 

Sight Draft. st dr. 

Superintendent Supt 

Steamboat stbt 

Steamer str. 

Sundries sunds. 

Seller's option S. O. or s. a 

Storage stor. 

Superfine super, or S. P. 

Senior Sr. 

Street; Saint St 

Square feet sq. ft 

Square yards sq. yds. 

Time Book Xj, ^ 

Trial Balance 5 • ' 

Telegraph Tel. 

Treasurer Treas. 

Tierces tc. 

The same do. 

Thousand M. 

Transpose Tr. 

The Year of Our Lord A. D. 

United States U. S. 

United States Mail U. S. M. 

Vessel ves. 

Volume vol. 

Versus ; (against) vs. 

Without dividends or flat Ex. DivL 

Way Bill W/B 

Without notice W. N. 

Weight wt 

Yards yds. 

Year yr. 
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